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L 1nvolVed pxepar;ng vocatxonal teachers 1n the technxques of traxnxﬂg .
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‘This manuyal is 2 partioffthe continuing effort of Vocational Edu-

catf§n at\Indxan& Unxversxty to assxst vdcatxonal personnel who have

‘ v N -
‘responsibrlyiies fot.coopdrgtlve programs.f The éffort is dxrected to-
° L)

o 1 i

ward a1d1ng the 1nst§uctor$ of students who have academlc, socxal,
0

4,,. 'O )

évphy51c§l, or othﬁr handlcaps that prevent them from succeedlng in regular

8
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»
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Tyt The appﬁoach used 1n thengvelopment of the tfalnxng plan manual o

e

> \ .k , e

cooperatwe programs.v Thus; the matér.la]xs Contalned herein are occupa—
: '. ) o«

..‘ \:

A

tgonal tra;nlhd)glans for a varlety of pdssyble occupatxons that dis-~

advantaged and handxcapped st dents 1n vocatlonal eduqatlon may~undertake.

Vo ~

.
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5f’p1&h development and then haV1ng them’return to thexr communltles and

-
'

»

.‘.

- v s,

undertake the %evelopment of"mode& tralnlng plans.' We are indeed grate-

. P dv, ; _’ 3. ’to. 3 .

$
ful to those voCatxonal Lnstrdgtorsvwho contrxbuted traxnxng plans and to

S s w1 -
Q: ! S
;he representgtlves of busxness'and xndustxy who assxsted the vocat10na1

. . : .‘;»,‘g : , o - . .

¢ .Lnstructogs ﬁg developlng the tra;nlng plans e In addltlon, we are apprecx-

: '

at1ve Qﬁ‘the encouxagement of Mr. Rogez C Newnum, Chxef Consultant “for

stadvantaged and Handlcapped Divxsxon;qf V0cationa1 Educatxon, Department

-3

of. Pgbllc Inﬁ@:uctlon and of the sqpport of the«IhdLana State Board for
A

vOcational and Technlcal Edugatlon.,~ T a

R
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. OCCUPATIONAL TRAINING PLANS FOR VOCATIONAL PROGRAMS. -
OR THE DISADVANTAGED AND HANDICAPPED ’

v

OVERVIEW OF THE MANLAL | - . .

|

The development, preparation, and dissemination of a manual of typical
p W P .

| oo
occupational training plans for disadvantaged or handicapped’students in -

/
]

vocational.education constituted the primarf purpose of this project.

_It may be noted that an increESLng number of vocational education efforts
for disadvantaged and handicapped students involve actual work experience.
In order for this work experience to- be educatidgally sound, there needs

to be a formalization of the relationship between school and the work -
community. In addition, a 1974 study indicated that occupational materials
. f ) . N
were a prime.néed of vocational ‘teachers of the disadvantaged and handi-
, .

capped 1 Thus, this project is aimed at filling a void in the educational

repertoire of vocational instructors of disadvantaged and handicapped .

-

students. It will serve as a gquide that can be used in many ways as will

) <

be evident from reading the subsequent pages and applying the recommenda-

tions contained in the manual.

PROJECT RATIONALE

-~ . -

The provision of actual work -experience is becoming an increasingly(
. , . -

. oo ) . :
important part of ‘vocational education for disadvantaged and handicapped
students. Students are being afforded.the opportunity to learn occupa-
tional, sociai, and personal skills in real life job settings under the

supervision of the school and a cooperating(employer. ‘The theoretical

basis for sucn concurrent work and education experiences lies in the .
§

‘belief_ that szgnificant education does take place in the real world and

that students having disadvantagements and handicaps may learn readily .

lThomas R. White, Vocational Education forbthe bisadvantaged and, Handi-
capped in Indiana, A Status Report (Indiana: Indiana University, July 1974).

~

. . . . - -




-and @xperience success in actual job settingsf_ The historical basis

.aé‘Student motiVation, development of employability skills, or socialization.

for such arrangements lies in a proven effective method of providing

vocational education, cooperative vocational education. Thus, the emer-
I d

' gence of concurrent work and eddcation Programs for disadvantaged and

handicapped students is consistent wlth vodational education efforts in

behalf of such students and is pat;erned after a highly successful method

) - .

of dellverlng vocational education.

while cooperative vocational education has evolved into a xather

. highly structured set of operating princgiples, this is not necessarily the

. case with concurrent work and education efforts for disadvantaged and

handicapped students. For example,‘cooperative'VOcational education
emphasizes providing students an education that will lead toward an

identified career. Concurrent ‘work and education expériences for dis-

-

advantaged and handicapped students may have other primary purposes, such
. . N . N

Whiie major differences may.exist between ;heﬂopefetion of a cooperative

Votational proégem and the,operation of A concurrent work»and education

’experlence for disadvantaged and handicapped students, some similarities-

do exist and 1t is lmportant that teachers and admlnistrators respon51b1e

Y

for delivering concurrent work and‘educatxon experlences fot'disadvantaged

and handicapped students be aware of. the structure'of cooperative vocational

w .
(g . . % : -

education.

. - . : ) 3
The major similarity must be that both cooperative vocational edu-

cation and concurtent work and education experiences for dlsadventaged
and handicapped students are school sanctioned learning involving 1nstruc-

/

tlon-outsxde the school. Slnce c00perative v0cationa1 education is school -
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sanctioned and'urually involves high school credit, it is incumbent upon

A

the school and the vocational instructor to inspre that the experiences
realized by the students are consistept with the goals of the program

and the needs of the students. ° Ultinately, then, the schools must

o ~ f v

accept the responaibility for assuring that learning experiences are in
‘ the interests of the -student. Most often the technique employed involves

"the assignment of a vocational instructor who coordinates the students®
. ! )
. : : RS

-in-school learning with that which occurs in the work setting.

-

The mechanism 'used in cooperative vocational education for providing

the coordination between the.in-schocl and on-the-job learning experi-
1

ences is a training,png,Or schedule of~student learning activities.

P

i This instrument is appropriate for disadvantaged and handicapped students
‘vho will be e6rolled «in a concurrent work and education program of
vocational education. Individually tailored and jointly developed, the
_instrument will document quality control of the learning experiences for

students both in the school and on-the-Job

L]

A training plan'possesses several distinct characteristics. First,

it is developed for an individual student in order to describe the
v . ) . ; . ‘ ' . RS 1&“

necessary in-school and on-the-job learning experiences that.ﬁust be

3y

provided in order for the student to achieve specified goals Second, it
is cooperatively developed by the school reprqpentatives, or coordinator, -
/

and the employer, or training sponsor. ‘Third, it conSists of the following

-

parte: () a list of student learning qxperiences sequenced in an order -

- L

.judged appropriate by the developers, b1~an approximate time for each of

the learning experiences, c) an indication of where the learning,ie to/

. . »
¢



occur, d) the evaluation that will be used to determine,when sufficient -
B . % . ' ) v
learning has occqrred, and o) suggestions of individualjzed or supple-

Il

mental leerning that mey be provided the student. : S R
In summary, training plans are an‘integral part of cooperative
vocational education that can be used in concurrent work and education

experiences for disadvantaged and handicapped students to direct the
¥ ’ ‘

' vocational instruction needed by such students.
\ .

It most certainly must be recognized that there is no simple way to

. i ! e .
classify disadvantagements and handicaps and subsequently prescribe voca-

tional education as a remedy. Disqﬁvanﬁagements and handicaps take many

forms and result in a multitude of prcplems for students. However,.it
should-be 'po"ssible to view ea* student indivitiually .and tailor in-school
and on-the-job chationel éingxiencés to help a parricuiar studenr over-.
come his‘or.her handicape to'the maximum extenr-poesible. A‘training
plan w111 aid Significantiy in the identification of studenp needs and .

.l

the structuring of an appropriate learning experiences. .

USE OF THE MANUAL

. This manual was qeveloped to provide vocationel instructors or . .
coordinators, model training plans’to ‘be used to conduct concurrent work
= . ) ‘ 4 .. S t .
and education progrfms for gdisadvantaged and handicapped students. The
(BT . . , o -

3

. e

training pIans contained herein should be used ae_quides in developing
local training plans.by vocational teechers. 'It shouid be noted that a ‘-
deliberate attempt was made to include breadth in terms of the types of ’

disadvantadiments and handicaps found an?ng students and breadth inh terms

of the scope ef occppations covered. while every model training plan

v

'4
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]

' represents the best judgment of the developer and the business or indus-
bl
try representative who participated in the development of the training

plans, the manual should not be conceived as a single source of learning’

L}
*

experiences needed by students with various types of disadvantagements or
handicaps. The purposes bf the manual then, include: 1) to serve as a’

description of the kinds of content that should be included in a training

- -

. plan, 2) to serve as an example in discussing training plans with
employers, 3) to assist‘vocational instructors in developing training
plane, and‘ h) to serve as one source of occupationalfcontent for several
common occupations. It.ie recommended that tne manual be used by tne
vocational instructor in the initial contact with a potential emploYer.

The instructor can use an example from thé manual to describe how the |
' . ! . -
. / : R
concurrent work and education experience of the student is a joint
P ‘ o ‘ ' ,
responsibility of the school and the employer. From this standpoint the
. ~ . b . . VI.

manual Qill serve to increase the understanding of the total effort on f

the part df the employer and increase his/her appreclation for the educa—.
Ve

tional value of work with the student.

THE DEVELOPMENT OF TRAINING PLANS *

The highly complex nature of the intezaction of a disadvantaged or
.handicapped student in vocational education with the dual learning
enVironments afforded by concurrent work and educational experiences dic-

tates that‘a training plan must e developed for each studentr

7

Training plans are developed at the time ‘when the atudent_is both.

N
enrolled in the concurrent work and education program and employed

<

Throughout the period of vocational instruction, the training plans should
] . .
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be viewed as a flexible tool which can be modified or revised as student

needs change. From the very outset of a cooperative xelationship with

)

' 7/ ' -
an employer, a diligent efiffort should be made to involve the employe

.

the training plan utilization.' Below are listed the sequertial st
- >
training plan development. ’

~

l.. Assess the studdnts' needs. _As a professional educatdr

coordinator is able to analyze each‘studené\hnd identify the jor goals

«

that are to be attained by that:-student through a goncurren

+

education experience. For example, a student with a learning disability

work ,and

may require experiences in which he or she can find immediate measureb

of success. Accordingly, the coordinatér should know what interests and

-strengths the student now possesses; e.g., being outdoors, or taking care

of pets.*® Obviously, to recognize student needs will require the instructor

or coordinator to search school fecords, talk with other:profegsibnals-
who know the student, and hold one or more interviews with the student.

2. Know the community. Tﬁe needs of students must be considered in

relatxonshxp to available training stations in the communityJ EefOre
students are placed at training sites, the coordinator shonldj?aﬁe;hade
a thorough canvas of potential training sights and obtained as much

‘information as possible about the nature of stations and of the persons

. ' (W .

who a:e;in‘superviSOry capacities. For example, it may be very unwise to

° - P N . E ~ : " A “‘

place a student #ith an emotional disability in a tfaining sight which
~ k) N

L
involves considerable job stress.

. -

3. Gain a knowledge of the occupation. Once a tgaining site is
located, it is necessary for the coordinator to understand the occupation
\

- N

.
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the'cathoriea. _ e T

3
"l

. - ? .

: ) IO AN
into which the student will be placed. This is‘important becéuse the '+
ptlmaxy responsiblllty for the trainlng plan deVeLopment is' necesﬁtb' L

o

sarily that of the coordinator. Job knowledge may be acqu;red’ﬁy

e [

a) discussing the job with -he employer, b) using reaources‘gpcp ;s

PRI
‘The Dictionary of OccupationaT Titles, c) observing other,workek§7per-

formlng the jobA or d) dxscussinq the jab. with incumbent workers.

‘4.‘¢Draft the tralning plan. Using Qhe job knowledge and the analysis

AT

n

of student's needs, the,cootdinato; prdparea a rough draft of the possible

training;pl&ﬁ; Initially h;jér'categoxggs, sﬁcp'pa safety or clean-up,

o 7 ” >

are iisted' Then, possible learnang act;vltLLs are sketched in each of
¢ ) o

- R RN L

v . " 0y
. [ A
ol »

Discuss the draft with ﬁﬁb empqupr “'Ae .this point an appointment

ahould be made with the. cmployer to diécuba thg rouqh draft in depth

¢ .

’ Majot queations Jhould ba dakod Hhat additional learning experiences will

t"- -',.

be necded on thc job? which of the uxpcrinncca will bc providcd on thea

‘,, . [ S EEY

-
L,

job,‘in the clasnroom, at both locatiohsl Are there circumatances within

A -.'1

thlﬂ job ;hat should bo canctully'gonnidorod whon pldchnq a- utudent with

C oy

"certain ldentltlod dinudvantaqamonts and handicapu? Hhat is the approximatc

“11 tlm& tor oach ot tho idan&ified lcd%ning activities? what 1a the bout

s'-

'
']

'uoqueneg ot the leuzninq nctivltieu? Aro thore mntorialu or relourccu

“o. .

thut miqht be providod thﬁ atudout tp lupplemont the clauaroom nnd on the o

job oxpericncau? Aro there exporionca- that miqhx be addod to enrich the
ltudanc b total loarn4nq? Can the learning- cxpatloncou be evaluated
adoquntoly?

-

6, Compxate the crainingAplpn, nAth 1nput trom hh. canoyor and the

ot A l

i coorulnator ] own ptbfo-uionnl knowlodqe, tho training plan can bo ‘completed.
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0 : o £y
This involves preparing the training plan formally in a presentable fashxan.%
It is also possible to discuss the content of the training_plén with the |

students at this point. Thus, the student having some personal lnvolve-_

' Y

' ' . 0% we -
ment with the training plan might be more ready to accept the learning
. . 4
4 °

that will be expected of him or her.

v

7. eigscminate the training élan. éopies of the'compiOted éraining
pian should be disi?ibuted to the gmplpyer and the student and a copy
;hould be maintainéd.in the student®s recnrd. When the traihing plan is
given to the employer, it should be reem;.i.asized that it is a flexible: s
document that can be modified as student needs cgnnge or additional

information becomen evident.

4. Use the Training Plan, The training pl&h is a dynamic document
that ghould guide  the utudcnt'é in-school and on-the-job 9ducatipn.
Thus, a coordinator can use the document to structure claauroom lea§nin§
experiences for a particulér student. A coordinator also should use the
document to check the proqrotu}of'the student in the work situation. In
other words, whunoier the coordinatox y;gita with ;n employer of a student,
the-c06rd1natqr uhquld rc;L;Q the prqqruus of the ufud.nt. If the student's
pEqueailiu not what was expected, then the employer andﬂtheACOoidinator

¢

will need to consider altcrnativﬁ\i;arninq activities. ‘

The precaedinq steps describe the trainfnq plan development process.

A

The eftocéivo utilization of training blans is diructli/rolated to the.
importance the coordinator places on the training plan ihd the cohtiaonco
the coordinator has been nbleyko achieve with him or her coop?ratinq
employers. Continutnq and affactive utllizatlpn of the triininé plan will
add significant cradibility to the concurrsnt work and education -xpcri;‘

ence for dimsadvantaged nnd'yandicappod studentsa,

o

14



y ’ ) o

On the following pages areQisted model or sample> training pians
. for gixteen occupations that gight be puraded by disadvantaged an&/or ”

handicapped students in a concurrent work and education setting. Although
o ) :
they were developed by vocational instructors with input from busineaq’

and industry representatives, the training plans must be conceived as
’

guides. Particular student needs, program structure, and communiﬁ}
resources will play a major part in dictating the contents of local
training plans. In no case shoulfl the accémpanyinq ﬁraininq plans be

viewed as entirely appropriate until the coordinator has completed the.

steps described on the preceding pages.

[N
o
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Occupation - Assembly Line Worker

L

» Suggested Target Population - Trainable Mentally Retarded

e,

A

1
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“simple, totally

J "-“ \ . ‘

\

mefitally retarded. individue?ls "The plan contains an outline of areas that; should be covered
during the in-school and., on-the=job tra#ning experiences Therefore 1t 15 Wecessary that some

bacquound mformation relative to teaching methodology and the skill aquisition level of the
trainable mentally retarded be given . o e

The TMR is hn individual who at the prevpcational age level has usually had near norml
physical developmbnt, although their enqtional and méntal (intellectual) abilities are
linjted, The 'I‘MR ot age 18 usually has a mental age level of anpwhere frod 5 yeazs to 3
years depending On the intellectual functbpning tbilities. It erefore 1s most imgortant to
recognize that the ™R learns through concrete exanples and actual experiences at the tagk
to be mastered: %sson plans and experiepcea in school and.on the job should be practical,
ncrete, and broken down intd,small parts for nore effheient skill development
by the student trhinee, Any skill tobe learmad should first be 44k dnalyzed by the teacher
80 that the parts are presented in their proper eequence and at a reaﬁsﬂc rate. Time and
répetition are necessary for full mastery of a ekill. During the initial training sbages a
naximun apowt of spervision and structude will b necessery. * Althowgh the supervision nay

- be decreased as the skill level increaees’J at{ucture should u.lwaxs bej pfrt of the THR work ,
. environnient S . '

* Description of 'L‘arget Populatlon . ’Ihe following traxning plan is de31gned to be used with tralnable \

1§
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TRAIHNG LA FUR CIOERATVE VOCATONAL EDUATO

i
’
/

o

"The (Nare of Business Firm)  will permit (ke of Student) fromi Name of

HMh&MMtom&rﬂdraﬁMhMmtuanmﬂwquwtmswuwﬁmofxmma ,  for the

Asgenbly Line Worker ¢ that .

wmwﬁWWﬂmeMumeWWmmMmhmw

the student nay prepare for & career a5 a(n) Empl°ye° in 3 sheltered ”°’k5h°p R
‘ . /
I Bj" / ) I
‘ ’ ' R ,‘ /
T S e _ o
" hyproximate ol | [ndividual
Tine Learning Activities JT | School | Evaluation Study Assigmment
. —t .
. D
Develop Employment Related Skills o ‘
1. Know how to endorse and cash & pay / SR Apply for and receve a social
~ check VA security card
2. Ynow how to spend money wisely for o |

savings, necessities, and recreation
3, Know how to call in sick

G, Mo to stay hoe $F 411 x| ox |
5. Know what time to get medication. if X | X B f
necessary for seizure control : e
6, Know when break and lunch times begin | - X X - P‘
and end

‘e

five veeks | Develop Borting Skills /

1. Sort items by color / tloX |

2, Sort 1tems by shepe | S X | .
3, Sort Ltems by size / ' X | . | . -
4. Sort items by pattern o X ~ R 1

5. Sort {tems by texgﬁre I X .

6. Sort items by a stated quality X

'c;iterion | o ) | ( o 20




curragel ofs

Approximate
Time

,Learhing Activities

0T

J In

School

Evaluation

Individual

Study Assiqment

y ten.weeks

4

-

ten weeks

ST

—
—

Devélop Paper Products Assembly Skills
1. Collate different pépers into the

| proper sequence -

Staple papers together. neatly

Fold papers to fit an envelope

- - -

a. remyve preprinted qumed label
| b. place label in front center of
i envelope ~

learn Efficient Use of Hand Tools Skills

1. Loosen and tighten nuts and bolts with

_‘wrenches
1. Tighten and loosen screxs using
screwdrlver

Hamne; § nail

Remove nails using a claw hamer
Drill a hple using a hand drill
Use a power dril] safely

Cut wood with a hand ‘saw

Use a power saw safely

—
O OO -3 O LN e e
- - - - - - -

-

per and a sanding block -
. Use an electric sander safely

—
| )

& can opéner

—
o>

. stick .

14, Carefully apply paint using a pai
brush ‘

15, Clean brush with solvent

Stuff envelopes with folded papers
. Address envelope labels for (hailing

Dt D DS >

Cut and strip wire using wire cutters

Sand rough wood smooth using sand pa-

. Take the 1id off of a2 paint can using |

. Stir paint thoroughly with astir

N

>C DC X DU DS DC DC DS >

e

> € < D<

22
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e eneemm—

" Approximate
Tine

Learning Activities

n

Evaluation

* Individua!

twelve weeks

91T

individual, A token reinforcement system
“that works on a piece rate model will add
to the realisn and increase the production | -

Develop Hardware Assembly Skills

("
Develop Hardware Assembly Skills
Note: For this "in school" training task
the teacher will need to obtain some "work
samples” from-local industry or the school

system. Create two separate assembly linesy

One line to assemble the work samples, and
the second to disassemble and thereby re-
cycle the parts back through the assembly
section. This exercise should simulate an
actual work environment as closely as pos-
sible. Schedyle the lines to run periods of
time that increase each day to build en-
durance and lengthen attention span. Ana-
lyze the task and assign one job to each -

rate. S

1. Complete one asaigned job on the
assembly line

2. Complete two or more assiqned jobs on|

the assenbly line
3. Change ]obs,when asked and completa
the new job : |
4. Work as a materials handler
5. Increase production rate to the best
of ability ‘
6. Do work in proper sequence
7. Xeep materials and tools in proper
place during work period .
8. Alert supervisor if aasistance is
~ required :
9. Control individual behavior and act
oin 2 gsocially acceptable manner
remain in geat at the work ares

without disruption

Schoo!

Study Assigmment
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raged of 5

LT

Approximate * T Sl ' Individial
- Time- 77 Learning Activities 007 | School| Evaluation | Study Assighment -
- v L T : - > N
A © . b. share tools with other Workers /X X
| c. cofitrol individual behavior in Xl X
. break-and lunch -areas ', : |/ -
d. accept criticism without anger and./ X X ;
" or frustration i /
S e. follow directions in a fequnsible X X |/
and trustworthy manner ' MR BT
f. display interest in work and strnve X X : ' 4
~ to Increase skill level . w
9. work along side another individual]l x | X J .
' ~ cooperatively “ '
10. Use-tools in the preper manner, X |-ox '
11, Select correct tools for asslqned joif X X )
and prepare work area to complete thel . | "
.. Jeb | cotee ,
. “ gy
continuous Obsefving Safety in the Work Azee v .
1. Keep table and floor suept and X X
uncluttered - g R I .
! 2, Put work materialsﬁaway at the end | X . 3 b e
~ of the work dy - : o v g
3. Put tools in proper storage area-at | X NI .
. the end of the work day " 'f
izf{;;‘ 4. Report all broken and damaged tools |~ X | X
- m?ﬁ/ﬁf or equipment to supervisor . .
I ST 5. Know how to report a fire X X
-x't/Ajﬂ”f 6. Know location of all fire exits X | X
R 7. Practice use of a/fire extinguisher % '
m 8. Know how to report an accident or ins X X, '
Jury , .
- 9. Know where to get first-aid, X X
10. Walk only in designated walkvays X X |
11. Do not stop to talk to or distract X //
- other vorkers - | - ‘
12. Snoke only in designated areas X X , ” )
13, Wear safety clothing X | X |
14. No loose clothing near pover equip- .Y e

mant |
: l
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Fagé_-"__of_'-‘_

Approximate
b tfﬂ.‘ ”me ' ‘\‘

In

Sehtol

traluation

[ndividua!

"'

K :'Q
Iievelog A&t],ity th Use Puhhe Transportatlo
'21 xnow whﬁe to- catch the bus

1o g it H)w to transfer if necessary
,j r .,,.,s.,rnow Whére'ta get ‘off the bus

Krmw how much '1t costs fo ride the bus)

3. ‘ 8 jmov how m ‘a;gnal bus drivep to stop

l) Rospect tocﬂa anq use them only
fo:J mtehded gurpose T

e
v“l é‘o 1

Jl, . & :

=

l an bus number

3.» an wheﬁ bus stdps

6 lﬁm hpw t‘.o alk to and from bus stops|

have ¢orxec: change :eady

X

S > g D€ 2 e DS

Study Assignment | |
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Occupation - Autonobile-Service-Station Attendant

Suggested Target Population « ?motionallybisturbed

)



o

v

. , ' o ‘ ‘."‘ ‘
Definition of terms ' | | o

\

The Emotionally Disturbed - An emotionally disturbed child, for;purposes of special education,
13 one who after receiving supportive and counseling services avallal)le to all students designed
to improve learning and adjustment in the reqular classroom, 1s, chronically unable to nake
constructive use of his school experience, as manifested by an lnablllty to develop soclally

and emotionally and learn at the same rate as his classmates and who requires the provlsuon
of special educatlonal services,

Automblle-Semce-Statlon Attendant - Automblle-servme-statlon salesman; fllllng-statlon
attendant; gasman) gasoline-station eerv1ceman; qas-station attendant; gas ‘tender; ' pumpmam
salesman, gasoline; salesman, oil; servxce-station attendant. Servides automobiles, buses, trucks,
and other automotive vehicles with fuel, lubricants, and accessories: Fills fuel tank of
vehicles with gasoline or diesel fuel to. level specified by customer, Chserves lqvel of oil

'in crankcase and amount of water in radjator, and adds required amounts of oil an water,

Adds necessary amount of vater to battery,\and washes windshield of vehicle. Lubricates

vehicle and changes motor'oil [Lubrication Man), Replaces lights, and washes and'waxes

vehicle. Collects payment for services and supplies in cash or by completing credit card

sales fom. May adjust brakes [Brake Mjuster]. May sell batteries and automobile accessories
usually found in service stations. 'May assist in arranging dlsplays taking lnventones, and -
making daily reports. (Dictlonary of 0ccupat10nal Titles 915, 867)




" The

. Approximate

3

High School to enter their estabHshment a5 an enployee under the supervision of

(Name of Business Firm)

TRAINING PLAN FOR COOPERATIVE VOCATIONAL EOUCATION

.
will pemit

MQf Sh)dpnt‘):‘

from - (Name of scibol) /,* |

(Name)

!

for the

purpose of geining knowledge and experience in the occupational area of 915 87 Autonohile Service W that
Station Attendant

. Zz

the student my prepare for a career s a(n) Automobi le Sgrvicg Station A;:gndgnt

[}
I .

J

Time

A

Learning Activities

0T

T

School

Evaluation

Study Assigment

Ind1v1dua1

fbux weeks

three weeks

Background Training: Glass Activities in
Undezstanding Oneself in Relation to the
World of Work
1. Analyze self concept
2. Analyze lifestyle goals SR
. 3. Recognize personal preferences
a. Career-Activity pref.
b. Data-People-Things pref.
4. Gain insight as to personal aptitudes
5. Galn insight into "Who are you?"
Parent-Adult-Child

needs
of personalities -

Hunan, Relationships
1. Leamn what motivates people to behave
in specific ways
'2,.leam to pick wp social clues by:
"reading" others |
3. Learn how to'positively 1nfluence

others

Ry Gain insight into "Who are you?" Types

6. Gain insight into "Who are you?" Human .

] b

o€ DC D D

/
»

/
{
{
’ !

land 2.
3

/
/
!

e s
i 6 . /“

7/a"nde _
94 10, and 11

/’

//“

| 12,13, and 14

)

5

17

| 18and 19

*Nuber codes refer to
Indivi
listed

9

1 Study Mssigments
n pages 11 - 12' B
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Approximate

EZ

\

o . n | Individual
"Time Learning Activities T | School| Evaluation |  Study Assignment
three weeks Employer & Co-Worker Relationships . - 2
df 1. Learn the effect of personal attitudes| X X |
" 2. Determine what'gn employer might X X ™~ 21 Pl
reason %emﬁtﬁanmmW% T :
3. Determine what an employee might X X ' Y.
expett of an employer - ' ' |
4. learn methods of getting along with X X BRLE 23, 4, and 25
co-workers | ;
téo weeks | Exploration of Materials which Describe - X 26,57,28, and 29
* | Work in Service Stations '
one week Preparation for Service
. ' - 1. Stock windshield paper towels on X
i island ' | .
1 2. Fill windshield bottles oo,
; 3, Fill radiator buckets vX
4, Stock cigarette supply on island X .
5. Check personal appearance | o L
a. personal cleanliness A X
b. cleanliness of uniforn and shoes | X X
. . I‘.
eight weeks'| Service on the Island
1. Initial customer contact '
+ a, friendly greeting X | X
b. suggest fill-up X | X
C. repeat customer's order to him | X
2. Remove gas cap and place it where it | X

will not be forgotten

1

35
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. Approximate

Time

]

Learning Activities

0T

In
School

Evaluation

Individual
Study Assignment

v

3

3. Reset pump |
4. Place nozzle in gas tank properly

10.
11.

12

13,

14,

15,

16, lLea

:'notal the sale .

. Clean all windows except rear window -

of convertible |

..Clean wiper blades
. Clean outside mirror

Cieck -radiator (know 'proper way to
remove cap to prevent burns)

. Check battery -

Check 'transmission fluid
.Chﬁk oil and show dipstick to cus-

Inspect hres while working around
car and if low, invite customer to
tire inflator

Remove nozzle from tank and replace ‘

cap

a. read pump

. fique tax -

¢. make change
Know company products; be. able to

answer customer gestions (i.e.

reqarding appropriate grade of gds
or weight of oil) Y
appropriate selling techniques
3. be pleasant

b. be honest

. look customer in the eye

d. talk iritelligently about the pro-
duct

e, Make suggestions regardmg pur-

+ chase of prodigts other than I
gasoline

> S P

< <

T e e DS <
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-
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rage__ of 4. ¢

Rpproximate

ey

L . In " Individual
Time Learning Activities T | School |- Evaluation | - Study Assignment
f. "Demonstrate” need for product X {.X '
whenever possible . ‘
* 17, learn two and three manQnethod of X
* servicing automobiles . '
\ 18. Provide street and highway informatioh .
2. know community \ X X '
. b, learn to interpret and distribute X | X '
mapgsand to give accufate verbal &
. directions b
19. Learn to handle customer complaints | | g
a,"listen without overreacting X X : @ 4
b make reasonable attempt to retain X X
customer .goodwill
¢. Refer customer to proper person foff X X
major adjustments -
d. Obtain customer signature for cash| X o T
adjustnents ' .
20. Thank customer for his business and RE X e
‘ encourage retum business
two weeks Cashing, Checks . : \ 33’
: ' l Learn and obsexve statlon s chéck | X X\ ’ ‘,
" ‘cashmg policy o ' )
| 2. learn specific procedures and safe- .
quards J
) " a. accept checks only, for amount of X' X
. purchase | A |
b. Insist on proper identification |* X X >,
" from customer . : ;
c. Put endorser's address, driver's LS |
 license nunber and license number P " .
of vehicle on check - =~ . i L
d. See endorser sign check N X X'
X v

e. See that there are no erasures on
- check, that-it is in xnk, and that
written and nimerical amotnts

agree t




Page

f 12

. Approxinate
Time

Learning Ketivities

In

1 School

Evaluation

Individul
Study Assignment

one’ week

Sz

four weeks

o

4(

f. Accept no post dated-checks,
qovernment checks or counter checks

g, Cath traveler's checks only if they
are slqned in your presence

Charge Tickets

L. Leam end observe station policy re-

‘qarding approval of charge requests
2. Learn company procedure for filling
out ticket including such things as:
" 3, customer's name
account number
nuber pf gallons of gas
.d. type of gas
‘price per gallon
any other items aold
total sale
date ..
initials of uluperson
. lcense numer ¥ 4
. 8lgnature of customer.
1. leam to operate machine to stamp
customer's charge plate -
4. Learr proper dispersal of charge
coples to customer and' company
v I
Clean]inets
1, Learn to keep the drive neat: lookinq
and clean
2. Arrange. and clean displny merchan=
,dise
Wagh or wipe ott purps
Wash or wipe off signs
Wash {sland and island poles
. Chack punps for damage and leaks

xs—&:—-—:ra rw D 2 0 T o

]

. ® o oo o
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 oproximate R o I 1 Inividel
v Tine Learning Activities - (T | School | Evatuation|  Study Assigmment -

£. ¥Wash drive and clean up oil spots
/ g Bnpty trash barrels

h. Pick up~loose litter

1. Check gutters and draing -

j. Clean covers on island lights
o .k Mowgrass .
. | 2. Learn'proper housekeeping for the in- IR o
IR side of the station office S - Y

T a. mop the floor | ‘ |
b. wash the windows o
¢. clean walls & woodwork -
d. clean and .arrange merchundise disz |-

plays ‘ ‘)

=

PC >C DS < DX <

e De DE D¢

o 6. empty mtepaper bukeu
) .|t organite bulletin boards
| L g. dust and organize work tables
h. remove’dirty uniforms and rags
1. clean drinking fountain
J» polish metal surfaces
3. Learn proper maintenance for building
exterior and the grounds o
a. wash or paint walls . o -
b, wash or paint fences and billboardy 1 | - e
4. Learn proper cleaning techniques for 1% 1 | BT
restroons | | o
| a. mdp floors
.ot ) b. clean mirrors
. ’ c. clean lavatory '
B : d. wash valls and woodwork
o. clean commode and seat .
f. refill supplies of soap, paper o, A
' ' towels and toilet paper | S N
g. émpty waste recepticles R N a ! T

L
L

S D€ DC D€ D D¢
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w PR g7 of 12
Rpproxinate Il T Idivid
Tine. -  Learning Actwities NI Schodl| Evaluation | Study Assigment-
four weeks | General Maintenance A ", S
| 1. Leam proper mazntenanée procedures R
for atr cogpressor ol N |
fa. drain water once/veek T wmx ‘. |
b. check oil each week ¢ ik RS
¢. oil motor monthly IERRTNCIL Y
2. learn proper maintenance pqﬁcndures B
- for pumps and hoses ‘:d-t“f | ,
| a, always, reset pump pefore t\urnmq X I
) on to prevent shearing of cdmpiter A
i pin s :
b. do not leave hoses on drive where | X , St b
~ they might be run over LI
. 3. Learn proper maintenance procedures o -.;i"
. for lights R x
N | a. replace bulbs
0 ) b. test fluorescent lights to deter-
mine which has caused series to go
el ot : .
i 117 c. notdfy naintenance if circuit X L
W breaker continues to go off |
{. Learn to prepare for cold weather i
a. shut off outside water faucets X ’
b. drain outside water lines X X ’
. c. blow vater out of outside air lineg X |
-‘ 5, Learn to prepare for wind stoms , .;
a. lay all movable aigna on ground X \
b, xenove all outside displays "X
1. c. latch all doors X
/6 Leam and observe ighting schedule .
i a. turn punp and ID sign lights on and X
off at pledcribed tines % .
b. turn ialand Lights on, aﬁd oft. at I 5
3 prescribed times i ‘
: A N
. I ANEE .




" hgproxinate |

N
Y

Time

Learning Activities

0T

In

" School

Evaluation

~ Individual -
Study Assignmeni

one week * .

three weeks

¢. tum lights in station on and off
at prescribed times

- d. leave pump and ID lights on when’
dark or, rainy

- 1. Learn and observe painting schedule
a. paint building, signs and fences as
directed by the company ,
b. exercise care not to splatter paint
on walks, drive or equipnent

Receiving Merchandise from Tank Trucks
1. Take tank readings before and after
@hww

2, Record tank readings on delivery tie-

ket

Change of Shifts ‘
l Incoming and outgoing shiftmem
&, count change fund separately and
record data

b. count the inventory and record
c. mmpmpmmmaMrde
d. compare readinqs and ACCOUnt for
' differences v 'ni wr‘] s

4 [

2. Qutgoing Bhiftnum,r 4 Aot

2. count cash from dgily

record on daily repor H§.°f3niﬁf” .

b. make out bank depogit siipe es
requested g -nf
] ," ",‘v .
Continuous Safety Procedurps
HMMWMMWMM
& Allow no smoking by stait OF custoners
on drive .
3. Dispense fusl only when Vehicle notor
is shut off :

P

geg of 2 iy

4
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- Approximate

Time

Learning Activities

0T

I

Sch})ol |

Eva]uafion

 Individa)
Study Assignment

L %Mring dnscript;ibn Aor polit;o

oy i o i
QJW Toeation of mmnw"ghom |

l

4. Keep premses free from rubbish .
5. Clean only w,xth bonfil amnable “1iquids;
never use dasoline, naptha, etc,
6. Learn location of hoses and fire
extinquishers and proper extinguishing
~ methods o
1. Do not sell flammable liquids into
portable mntainers under 6 gallons
. Unless they are red, metal, have'a -
tiqht closure, and are fitted witha -
~pour gpout .
-8, Allow no sales of\gasoline over 6
" qallons except into fuel tanks of
vehicles which Are connected to car-
- buration systens of the vehicles
9, Allow no self-service except on pumps
designated for self service
10. Collect from customer after nozzle has|
been removed from his car and returned
to pyp
11, Store empty pop bottles in their cases)
12, Clean ice and snow from walks and
drives 2!
Allow no drinking of alcoholic beve-
rages o premises
14, Place station slgns avay frob publil:
sidmlk& and pedestrian right-of-
ways @a:

13

Enployee Safety

L. Know not to carry excessive arrounts off

money -
’2 Mow ot to arghe or tight in the
wms of 2. zobbery; COncantrate on

NS

'
1

N

o
Page 9 of 12

"
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o ' Fage o e
. | — |
 Approximate : - | In Individual ,
Tine Learning Activities ~OJT | School | Evaluatfon |  Study Assigment
S, Know not to report details of a - X R .
' ~ robbery to passers by : . B
: 'S, Know not to_give out information on | X ) |
" gallonage or money handling procedures| . A
; 6. Count money out of sight of customers | X i N " /
-- preferably in locked back room - P \ ‘
. 7 Know procedures for dealing vith c1v11 .;?f :
L.  disturbances: N AT a
‘a. contact supervisor - i ¥p | X f \
L b. contact police . ' . .| X :
¢. shit off pumps or have electric )| K Y. R o
~ company cut off pawer to prevent . ” " 1 a '
,  dispensing of flamable products | , IR \
‘ d. lock up all n'erchandise securely X . L
) ﬁ‘* ‘
o, |
| o ) L ‘ ‘;:,::\) 51 .
y o ;‘"_?{*"""’v"
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6»

‘10.
11.
12,
13.
14.
15.

16.

17.

18.
19.
20.
21.

22,

é "Analyzing Goals:

’ Born,tO-Win,

‘Careers, Prentice-Hall, 1974 Chapter 3. -,

- . Page 11 of 12

Individual study Assignments

: ‘ ' SR
"Understanding Yourself," Chapter 6, Succeeding in the Wworld of’ WOrﬁ

Meknight, 1975.

Foundations for Occupational Planning, Film Society £Or Visual

Education, 196lﬁ5; - . : I
: L _

Activities," in Indiv1dualized Ralated InstructiOn

For Entering,the World of Work, McKnight, 1974

Py

Exp}oring,the World of wOrk, Tape, H. W._Wilson.

' 4

Hall Occupational Orientation Inventory, Follett, lQ@B : s
"People-Data—Things Evaluation,"” in Individualized Related Instruction
for Entering the World of Work McKnight, 1974. . .

. ? i
United States Employment Service, General Aptitude Test Battery

° - I

_ "Identifying Your Aptitudes and Abilities," in Individualized Ralated E

Instruction for Entering, the World of WOrk,'McKnight ‘1974. o

i

(Chapters 2, 5, 6, 9) Addison-Wesley Publishers,
: j
Games Pe;ple Play, Grove Press, 1964 (Part I).

1971.

-

>

Motivation ang,Personalitx, Harpar,”1954.
Careers, Prentice-Hall, 1974y'Chdpter 4. .

Making Vocdtional Choices, Prentice-Hallﬂ 1973.

Succeeding in the World of Work, (Chapter sf McKpight, 1975

You, Frank E. Richards Publishing Company, 1?73. _ . } ) .

The Silent Language, Fawcett Publications, 1959. 2 "

How to Win Friends and Influence People, 8imon and Schuster, l936i P

nginearing ot Agr gamant. Film, Roundtable, 1958.
Succeeding in the World oz WOrk, (Chapter 4) Moknight, 1975x e ,?f““

“Employer-Employee Ralationshipl.” in, lndividualizad Related
Instruction ggg_gntering tha norld of Wbrk, Hcknight, 1974.

52 T

"You and Your Boss," Coronat rilml, 1968. -

2 .
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‘ (Individual Stuady- Assignmenta cont ) SR

»
t

23, PIi 't'__pervisors Problem Series,-?ilm, McGraw-Hill! 1959.

Raca

24, Dealing;with Problem ngple, Pilm Series Journal, 1971.

)
st
1

25.  "Co-Worker Case Studies," in Individualized Related‘Instruction
. for Entering the World of Work, MckKnight, 1974 N

26. wOrking in a Service Station, Pilmstrip, Eye Gate House.

v'a

.27,

‘"Gasoline SerVice ‘Station Attendahts,f ' cupgtioﬁai‘Outlook _
Handbook. : . e

“28. ”Service Station Operation as a Career,f Careers Research -
Monggragh, 1960. v : :
§ ; ‘}‘ s ‘ . . . .
29, A Job with a Future in Automotive Mechanics, Grosset and Dunlap,
’ '1960. : . e

,LQ 30. Unit on Personal Grooming }
: \
31. Math Unitax Making Change, Calculating Sales Tax.

- 32. ”Engineering of Agreement, ‘Pilm, Roundtable, 1958. .

33. 'Succeeding,in the World of Work, (Chapter 14) McKnight,'1975.

34. If Yqu Hear the §§plosion_the Danger has Passed, Film, Xerox,
, 1969, = . !
3s5. Suoceeding,in the uorld ot WOrk, (Chapter 9) Mc&nig ' 1975.
v
" 36. On the ‘Job, Frank E. Richards Publiehing Company, 1 73.,,' @
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| . Occupation = Bus Boy

Suggested Target Population - Mildly to Moderately 'Re
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tarded
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Cafateria Bus Bop - The follwing training plan, concemed with teaching bussing skills in
cafeterda type settings, is designed for mildly to moderately retarded persons (1.6, ENR to

high-tunctioning THR). The plan is designed for use by the teacher during in-schoo) {Mstruction,

And by the enployer for on-the-job training. Because of realistic difficulties in placing

retarded students in public restaurants, this plan is primarily ifitended for employees in -
cafeteria settings, such as «inols, factories, hospitals, or other institytions,

Prospective studer - - lan must be capable of tol'low“inq sequenced comands, and,

 function flexibly enous . v - - the vardety of jobs which "bussing" entails, The teacher must.

also realize that the i ~ual steps must be thoroughly and properly sequenced; and

- supervision of these spec... vocational students must be highly structured. This plan could

be altered, obviously, to suit one's specific needs of instruction, as well as to include *
retarded students with mild visual, auditory, or perceptual handicaps. Yet the physical
requirements of the job dictate Lzap the students must be at least near-normal in physical
developmeﬁt, especially in speed, babance, and strength. They also need the ability for !
prolonged standing, walking, lifting, .stooping, and generally good use of their hands and ¢
ams. - These qualification night eligi

'

)

'
’
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, | o |
The (Name of Business Firm) Nﬂ] permit_(Name of Student) fmm__f.Nmnf Schoal) L
High School to enter their estabHshment as an employee under the supervision of  (Nage] ‘ for the
purpose of gaininq (nowledge and experdence fn the occupational area of 311-878 i L IO that
* the student nay prepare for a career as afn)__(Cafeterial Bus By :
]
o | AR U , ' ol
Approximate | S 8o In. - Individial |
o Time L Learn1ng Activities 09T | School| Evaluation |  Study Assignment
- - ,
‘ “Skills Related to Job Success - | o
+ 1. Know how to use public transportat. X Obtain and be able to read bus
o 2. Xnow personal data; name, address, X. schedule |
. phone, social security - Apply for social security card
.| 3. Xnow how to punch time clock X X | i
- 4. Know scheduled break and lunch tnnes X X S
5. Ynow how to call in sick’apd not to go| X X
to work wher 11 - @
6. ¥now company policy on tardiness and X i
absenteeisn ) -, : ,
7. ¥now how to endorse and cash pay check X | ' ¢
8. Xnow how to save money, spend for . .
necessities and provide for recreation| X o
Grooming. Skills ~ *° I _ :
L. Keep body and haxr clean and haxr X X
combed
| 2. Usé underarm deodorant Py
Y| 3 Brush teeth and use mouthwash before | X | X
' * work . B - 1
| 4. Keep fingernails clean and clipped X
1 . Wash hands after every trip to rest= | X o
" roon and after' lunch and breaks X
6. Xeep clean handkerchief for coughing | X
- »and ndseblowing, vash hands after'using )
handkerchief

TRATHING PLAN FOR COOPERATIVE VOCATIONAL EDUCATLON

]




v

Roproxinate | ’ In Indfvidual
- Thne Learning Activities OJT | School| Evaluation | . Study Assignment
7. Stay cleanshaven X X .
8. Use cosmetics appropriately, X X
9, Women: Be able to care for menstrual X
needs so as not to interfere with
work "
10, Wear clean undexwear, socks and shoes
ll Wear clean, designated uniform or .
work clothes .
12 , Wear clothing protection and proper X X
headvare - | v
»
. Work Habits and Attitudes
1. Remain with your assigned job and X X
~area, do not "wander" :
2. Be polite and use good manners inall X X
Y situations |
3. Limit laughing and talking at inap- | X X
propriate times and places .
4.-Do not smoke on the job X X
, 5. Learn not to make or receive personall X X,
* telephone calls or receive visitors
while working 5
6. Never use harsh lanquage with custo-| X X
| " ers ‘
' 7. Linit use of the restroom X | X
8. Be friendly to customers, especially -
if asked questions but do not over=. !
socialize Sk
9, "Be professional", work quickly,' X |
quietly, and careflly so as not
to draw attention to yourself
§
¢

59
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Page _3__ 0

f 1

Individual

" rules, and how to avoid common: causes

. Approximate B SRR S S (| I
. Tine Learning Activities, . - |“OJT | School| Evaluation | Study Assiqnment
B T *
continwous | Safety in the Work Area, and Personal |- Continuously
' Safety | | defined as
1. Keep floors nopped clean and dry to | X | X [when student
avoid falls; pick up debris w | .|performs
2. Do not use broken machines or equip~ | = X behaviors
ment; report such to supervisor | and skills
3. Keep work area clean X |as listed:
4. Xeep handsaway from burners | e qg. for job
 coffee refill stations), or other training .
running equipment SRR competently | - i
, 5, Set tray firmly on table so it will X : . :
not tip when stacking dishes - b Time adjuste, )
6. Watch for customers when carrying. | - X nents. may bq
trays to tables, they have right-of-way necessary '
7, Use caution when entering kitchen' | X especially :
" area.when carrying stacks of trays; with ™R
"or when entering restrooms with' leamners
cleaning equipment (Awoid bumpmg o
into others) : Co
8. Wear proper head covering u L /
’ 9, Do not wear'tennis or canvas shoes |~ X |, " '
.or sandals when working ' AR
10. Practice -use of fire extinquishers XL
11. Know all duties and locations of x | o
 fire exits in case of fire | .;‘
12. Practice giving information to ener- X [ e
~gency people when reporting. fire or ' z
" igeeident 7
A ,13 If sistomer is ill or m]ured, attend X X B
\ @i{uw him if posslble, then call. manager | '
' or "sipervisor NN ’
“14:- Know where first aid supplies are |, X S |
, kept, and practice using then ¥ | ¥ ' ,
1, Know general fire and safety regu- '8 S
' lations of place of employment = | AN N o ",_Y
16, Be' familiar with general .safety X X | e R



Approximate
- Tine

Ly Activities

continuous

.

‘eight weeks

Y.

| i
I .
" and retum all equipment to proper

1.

8,

‘19

2.

2.

Bbssing Tables

1. ‘Set bussing cart near table, not

2 ds

- mto garbage)

cleaning chemicals
Use both hands when<bussing or carry-|

‘on'corxect side of cart o |
Use other hand to pick up silverware,

load on'cart |,

‘from plate or tray into garbage agea
Comcatt o e 13
. Stack largest plate in center of

. Continue stacking with salad bowl,

+ Stack glasses and cups in separate
- cartqarea or part of tray (Do not

Tum off all equipnent when not in -
use, or if not working properly

Do not attempt to carry too.many
trays of dishes to dishroom, generall
Y'6-8 settings is enough

—e-

Use caution in measuring and*pouring |

solvents, disinfectants, and other
‘ing trays, for speed and safety
Keep all unneeded supplies put avay
place at end of day

Never engage in "horseplay" while on

the job
{

blocking aisle or set loading tray
firly on table R
Use one hand to pick up paper; place |

keeping handles in same direction and

sing ;ubber scraper, scrape garbage
tray or cart
dessert platé, and saucers.

double stack, or place other items
in glassware Do not empty contents

-

. .
L . '4
= . o @ ST
P P 2. -
. SRR
_oe o~ -
- B




L] W ' o
o Paged ot 1
. Approximate B | | I Il T
Time iearning Activities Lo 0T | School Evaiuation - Study Assigment
1/ 8. Continue with each place setting X O B S
| arowd tahle wtil cart full or stack| 1 fiﬁ ) | )
~J| . W to 6 full settings of dishes | R a
| - one tine ' | . AV S ae
| i‘ 9, Push cart or carry trays of dirty X | ter . J“ ’
o T dishes to conveyor o dishroom' | g | | ;ivii“ - s
- | 10. Request help if more than three R T A B
e o itablesqneedbussmq at ope’tine Y R L S
0| 1. preperly wload cart and retum/to S N N I
. S dining area with empty cart ' B -
, Six weeks | Cleaning Tables , e | | g"' . -
] L Mhen dishes renoved, use clean, we| v x| |5 S
| . ~ towel to cléan tables B |
o - | . 2 Wipe from niddle to ends until entire XX ,
N " table 8 clean | S o e
o J. Cup hand and catch crunbs at: edge of X | % | "
P table and'put crumbs in gerbage . |
c - holder | “ Sl ' o o
L ‘4. Wipe up major food messesewrth nap- | X LI IS M | ‘.
iy . kins first, thenwith tovel |- | | S SR
o 5. Thoroughly clean-area where loading | X~ [ X | : O o
‘ © tray vas placed o S ' |
6. Wipe exterior of salt, pepper, condr- x| X
ments with towel® : '
DR B Arrange condinents, etc., in center | X X
V) |7 of table ' "
. ‘ /8. Wipe ashtray with napkin pr replnée X X
/" and stack dirty ones on tray N o ,
"9, Wipe off chairs with towel and push | . X % e 66
v /| in neatly e - S L co o .
~ /| 10. Pick @ any paper ‘or. debris from ox | I | { 3
J 7 arownd floor area’ of table « - o AR | o ‘ . "/
L 11, Rinse ouf towel in clear, vamwater| X | x| ' |
| : before reuse I I I R i
A 12. Place chairs upon tables at end of | x S o

. . K L} .i"‘ .
: : e <.
> dy - ) . T L
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Approximate In - Individual ,.
Tine Learning Activities | 0T | School| Evaluation |  Study Assignment .
- . !
31X weeks Filling Service Bars and Dishes
L. Check service bar for supplies and X
working condition of equipment ‘
2. At self serve bars, keep adequate X '

supply of foods ( e.g. coffee, tea,
{ce, salads, condiments)
3. Infogm waltress or kitchen help if X
supplies are low
4. F1ll sugars, salts, peppers, creamers, . X
condiments, as needed o ’
5. Replace napkin supply as needed L X °
6. Watch silvervare and tray statjons
~ for supply and inform dishroom if

- 308

supplies are needed |
1. Wrap silvervare in napkins and place | - X
" in containers

four veeks | Cleaning and Sveeping
1. Clean and dry shelves Of service bary X
and salad bars with clean towel

2. Take coffee and tea containers, X
creamars, etc. to dishroom | ,
3, Clean Lelt and stainless. steel ¥
around conveyor with damp towel
4 Wipe wp oor mdp spllled {tems (me X
" mediately with clean, odorless mop
Y. Use pushbroom, dnd reqular broom X

with dustpan, to gathér dry debris
"from floor at wervice areas

fi. Use vacuum on carpet at end of day X .
1. Put all cleaning supplies away whon 7| X

finiuhed ‘

four weeks estroom Cleaning i y
V. Use ooparate sponges and cleanser to
clean alnks and toflets, scrub and

ringe X . 3

J0 blace dislntectants 16 toflet howls ' ' 68 ,

requlary

67
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. | ! [
« . hpprokimate S LI | - Individual
Tine . “Learning Activities QT | School| Evaluation |- Study Assigmnent
v . . ." |
| 3. ,Plck up paper towels and debns from| X | o
© floor
v | 4. Enpty tragh 1pt0'incinerator or trash-/ X '
b »
5, Refill fowel coniginers (papet or | X ' ! p
. cloth) ’
6. Fill bucket with proper amount of X X
water and soap solution .
1. Mop floor ofvrestroom"cllgn, leave as| X | X '
. dry as possible | :
, 8. Empty mop water and change pop head X X
, a8 needed ,
continuous | Customer Relations
b ' 1. Carry full trays for children or X
b adults as needed ', y
2. Pick up trays after customers are X /
* geated '
A 3. 1f silverware is dropped, bring cleanf X
; setting with napkin underneath
4. Listen tg complaints and,politely X X
angwer qUestions. Refer questions
to nafager as necessary "
5. Be friendly but not overly social XX
with customers . o o :
]
8 <
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Occupation - Carpenter's Helper c

g’

Sugdested Target Population - ENR-Acadenically Disadvantaged -



L®

Target Population - The following training plan ﬁ designed for those wit:
reading difficulties, .

! . . l
)

)
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The (Name of Business Firm)

TRAINING PLAN FOR COOPERATIVE VOCATIONAL EDUCATION

il permit iName of Stﬁdent) h

"~ from

mwmmmmmmmammmmnmmmwmﬂmwwmmw(mu

the student may prepare for a career 1 a(n) Carpenter 5 Helper,

(Nane of School)

for the

purpose of gatning knowledge and experience in the occupational area of OL.14 Construction Worker sp that

. e
23 I
Approximate N 1 1nd1vfdual
Tine Learning Activities + QT 1{ School | Evaluation Study Assignment* '
. " . )
two weeks | Learn Buployment Requirements | Q
1. Know prograi requirements . X | Dis usion - y
"2, Know age requirements i " * \
N 3. Know job restrictions - ¢ 1o "f ) |
@ 4. Xnow safety requirements y o : ' |
on-going | Safety ' | Gbservation | ! ¢
\ 1. Exhibit safe workmg habits with hand [ X X |On-going. | Hand tool flip charts
4 tools L o ‘
| 2, Exhibit safe working habits with £ 1 X " al
inflammable materials
3. Exhibit safe working habits with - X X ‘
inflammable liquids o
4, Xnow and wear proper work blothinq 2
W a. helmet |
b, shoes , -
,  two weeks | Job Requirements L A {Locats three Jobs in “want- u
- , B2 and tell £°b requifenents . ."'
1. i1l out job application "' ,‘ X |Obgy Fill out fpplicatio @
; - P ) ,A g g\ a, with ,help‘- N 3
13 o | | Pedaiag b, without Jolp 1y
| 2, ¥now how Social Security is deducted X |Digepe -"' P11l out Ssﬁw <14
. tnd why Co ol
: DR tio S '
3, Know Internal Revenue Service dotuc- Flct % ) Nanbi ¥ raf or to-thins
tions « rmona ‘L" . 1% ° lifato ‘ _u m m
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A . Page " of 2
m i
. Approximate : In Individual
Time Learning Activities o | T | School| Evaluation |  Study Asgignment
\ 4. Know entry level requirements for X 2
N workers in this field
two week | Hand Tools ) Observation
on-going 1. Know and use dxfferent types of ol 6
‘ " hammers properly , o4
a. use claw head ! X |Drives nailg
| "~ |properly,
, obgerves
7 _ safety
b. use ripping head X X |Rips boards
- apart safely
one week | Learn to Properly Use Measuring Tools " | Observation | .
on-going 1. Use tapemeasures \ | X |Measure 10 7 '
2. Use rulers (folding) x |different v
. : ! dimensions
one week Learn to Properly Use Cutting Too}e Obseryation C
on-going . Use hand ‘saws o .
ocoardp g ‘ X | X " Rip various woods | |
" b. crosscut ' X X " i | 'Cut various woods to size
¢ speclal’ ). X " '
2. Use drills ,
a, hand X X “ Drill correct size hole at
, . j | proper location
b. auger Lo X X " '
3. Use shaping tools ﬁp 1 |
a. hatchet X X . " Sharpen stakes
b, ¢hisel X X " Reset wood for hinges
c. plane X | X, " Square a wood block
. J
. VAR )
. x
.

&

L



* -Approximate,

i
!

u
-0

- oI e Indiviad
co Iim’ Learning Activities 0T | School| Evaluation |  Study Assigrinent
— ‘ ' . : ,
| .one week | Learn to Properly Use Power Tools
- omegoing | 1. Use electric hand saw , X Observation | 8
: 2 Use‘electric fixed saw . X L . ,
o 12 week + Know use of and recognize a router " | ool identification
) b .
01}15 week | leamn to Properly Use Staging and Exter;‘étion Discussion § 9
' Bquipment, o observation |
L. Select and use ladders A T S " |
, 2. hssemble staging X X " 4 'P"q;,q: \
~one week | Learn to Properly Do Franing * |
on-4oing . Use Measuring tools to lay ait 16" €| X | X " Layout stud locatidn on plate and \
-U" 0 i L. mud, aills |
2. Use square to mark layout X Xt g
on-going 3. “Stage" wall studs for use in correct | , X "o Stack various types of lumber
- ~ stacks S S I v .
1/2 veek 4. Measure, cut and secure "mud sills" | X X ! Gty drill (to:gize) 2" X 8" or -
. ' : L other size lumber
. 1/2 week 5. Fagten (nall brad or spike,) floor | X X |Observation | Parts of house slides
" on-going joist to layout ; ‘ ' ) | IR
~ two weeks | 6. Secure ceiling olst from atock ad X o
on-going stage g , | '
one week | T U,se nail qu (alr) safely X X |Discussion | Load and clean nail qun
on-going | : | ,...|Observition :
" one week | B. Lay out loor'decking |
types of floor Hecking X " 10
1/2 veek 9. Medsute and cut ceiling jolsts to, | X "
| regyired lengths , K . ,
“'1/2 week | 10, Seéure and stack rafters or truss X X " Stack rafter lumber
on-gotng . /vzits | | : S . ' N
1/2 week | ll, Secure, stack and cover roof decking | X .| X " tack rod'i‘,ing mu‘,teriala
on-qo’inz o - - L
1/2 veek | 12, Measure and cut to size roquired X X | Discussion |
on-gotng blocks and blocking using hand and .

power gaws Y o

Observation




o

“ Approximate| -
Tine  Learning Activities
b o '
o on-going | Learn Proper Site Clean-up:
‘{1 Salvage useable materials
2. Reduce safety hazards -
- 3. Sweep/clean site and 'work area ¢
| 4. Clean and secure tools and equipment
o .
Mo ‘ ',
o4
|
4 I
' 4 \ !
u» ‘
! "
R
» ' 4

b T
) ' . V.q, ) i

19,00, " o

b

D D <D<

T Individua!
Evaluatipn | Study Assignment
. Observation ‘
° .n‘ )
-lly
i
| A
w
¢
| Y ‘
“\
. . v "' »o

o haged of 5
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ttudy Assignments and Film List

*p

>
'

. b .
"All films listed are available from Indiana University, Bloomingtgn,

Indiana. . .

Scd'film on hand tool use: The Woodworker 11 min. I.U.

Safe Use of Tools: A Safety Film for
10 V : ©T

S ;{:fSee film On usxn%aﬁ
. 511

v o

. npphq BandjTﬁdls for WOodworklng 22 mln.,
Bl e T SRR o
- «f;'.«x““-y"“"“ o o e
;:See fxlm aa measurement (Metrlc & Engllsh) Measurement 11 min.,
CUFSCT 1186 o ’

- . - -~

8. See slides or film strip on safe use of power saws. . .

9. See film on usé of ladders. ,
_ T . : .

10. See film on types of floors apd wypes of plyboard.
.. l : “”
Additional Films .

Hand Plane 12 m{b.,'usc 433

,/ t
Hand Saws, Cross Cut and Rip 12 min., MSC 434 ]
Safetxrln the Home 9'm1n%, LS 4 o //// : ‘ f
, / ' ‘. )
Buxldlng,a Home 11 min., ISC 568" , ‘ : /
Homes Around the WOgid ll mln.p GSC 1015 ,
. on . ) l @
7 i By
\J ~ /
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, Occupationy= Cook Helper

Suggested Target Population - Academically Disadvantaged
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Target Population - Food Services - Cook Helper == organized subject matter and learning experiences

related to the sales supporting tasks performed by distributive employess in establishments serving

Prepared fodds and drinks for consumption on thgir oM premises or at a place desiynated by the

i

customer,
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ST _TMININ@PLAN fR COOPERATIVE VOCATIONAL EOUCATION

froh

The (Name of Business Firn)  will pemit (Nane of Student) (Nang of School)

‘ ) ,o " .
HmhxmmtommrmmrmmMHMthaanw&uthMswwﬁn%of -m@ﬂ - for the
pwmuofmmmngNMemdﬂmHmm1nmemwmﬁmnjmgﬁ Food Services  * , 50 that
the student may prepare for a career as a(n)__Cook Helper | *“w R

- g " o . ¢ o , sy ‘.' ”"hl . ;
' { ‘ , »
" Approximate . - LI Individial = °
Tine  Learning-Activities ~ | OOT | School | Evaluation | StudyAssigmment
) Y
two weeks | Knowledge of Work Area , *
: 1. Learn location of storage areas for |. X o g v
. e fodsuffs SO
Lo 2. Learn location of all cooking Ly .
“ utensils and equipment o o oy
" 3. Learn location of maintenance tools ¥ X TR
| . o ‘ N ] ¢ '
“all year _" Care and Maintenance of Work Area \ ' ' ‘,} .
| 1. Xnow to keep floor clearn X K S
. 2. Know androbserve proper careand | X |y % | o ‘
1, service of all equipment Y| e W
" 3. Koow and observe proper care of | X |& X
" cooking utensils ' ’
‘ [ 4. Observe proper procedures for B
'c‘ . .-renoving garbage and trash froh the' | ; | 9 .
| "'wo.rkaxea "o : .'{. ' :
~ 5. Know to keep food preparation counter S
tp clean at. all times ' '
6. Clean and maintain stockroom ' | X
7. Knpw health department rules and X X »
o | ulations that pertagn to proper » " "
A ~ J0b performance o |
:'.,;;_1;4’ , o ’ oG

86
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- \, N '
Approxinate |
. Ting Learmng Activniea 0T | School| Evaluation
Y U ; ~
-' Cook Assistance . ™ ! |
' 1. Obtain supph fob chok " X ' Hal. ‘
2. Dish up individual servings of pre- | X ‘
 pared foods : b ’ ‘
3. Learn to observe proper storage -of X X
‘ ‘prepared foods h' | '
’ 4. Prepare and deliver food plates to X X'
., serving personnel ‘, Y i
5 Asmst {n preparation of foods upon X ’
o " request . : "
S | 6. Advise cook on de_pletion of supply | X
-inventory : o oo
, |y
L _ , o \
, Preparation of Fruits and Vegetables N L (N \ S
1. Leam proper storage techniques X Xy o S ) '\ . 'f.
‘ 2! Ledm proper cleaning techniques XA, | ¥ ¢ ' | @ N
‘34 Develop knowledge of proper dressings| X Sl I \ . v
| for vanous fruits and veqetables BN PP . e 'y
{o % no SRR
Use of Bqulpment , . . . W R
{1 Prepare eqmpment for use by the cookl X b . :f .
- | 2. hssist codk in tﬁe operation of X ¥ M .‘ s
ST equipnent U K , ":
“'-j‘.:."é‘ 3. Leam to clean service, and store | X~ X 2 Gy | J .
A ! 1 L Y ¢
':", ‘equlpment . b | % X 3 4};"
‘| 4. Learn to observe proper safety X | X A 3 o
procedures i the use of equipment |-’ SR . AP e T B
. ’ ' " ’ & , ﬁ 7y e (r- 4
Miscellaneous Responsibilities o e -
1. Develop pride in a neat, clean X X | ";\g . v L Ty
3 ., personal appearance | S . sy ,"
; ' 2. Observe proper dress regulanons ‘,wk X . sy | l’é) X . L
4 i, 3. Exhibit good working habits X X o ‘g L e ‘
" J Develop good human relations skills \y X ¥y w @a’{' ' .:,.f.n S \:*
‘ in vorking with the enployer and | ™ K e . f’,a JREC
other. employees ; ' N ¢ ¥ 0
0.‘ Q' ,‘,, . A
‘ ' W "g" 1’::‘: b
Y ' b | 3"0" "’\;.%-.“ .




Occupation - Dishwasher -
yastes |

Suggested Target Population - Trainable Mentally Retarded
¢ - - |

\
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Description of Tazget Population - The,following tralhing plan is designed to be used with

"trainable mentallj\re59rded individudls. The plan contalns an outline of apeas that should
* . be covered during the in-school and on-the-job -training experiences.  Theyefore 1t is necessg;y
', that some background information relative to teaching methodology and the skill aqulsition l

vel
of the trainable meqtally retarded be given, . N . ~.
i AN o b . b

The TMR is an individual who at the prevocationd] age level 995 usually had near normal
physical developnent, although their emotional and méntal (intellectual) abilities are
linited. The MR at. age 18 usually has a mental age 1evc1 of anywhere from 5y years to 9 -
years depending on the intellectual fuhctioning ilities, It therefore is most-important to
recognlzqﬁzhat the i} learns through concrete exanples and actual experiencesnat the task

to be mastired. Lesson plans and experfences in school and on the job should be practlcal,

| 91mp1e, totally concrete, and broken down into small parts for more efficient skill deVelopmenc
“by the: ‘Student traines. Any skill to be learned should first be task analyzed by the teacher

somntMpumampmwmwlnmmrmwusmmmemduarunumrue Time -
ana'!epetltlon are necessary for full mastery of a skill. During the initial training stages
2. naximum amount of supervision and structure will be heeessary. Although the supervision

" may be decreased as the skill level increases, structure’ shotld always be 2 part of the TMR
“work environment,




] The  (Name of Busmess anj

 TRAINING PLAN FOR COOPERATIVE VOCATIOWAL EDUCATLON

Wil permlt

|
NameLof Student)

from (Name of Sahool

¢

High School to enter theor establishnent as n eop oyee under the supervision of  (iaie
purpose of gaining knowledge ond experience n }ke occupationa] ared of 110,887 Kitchen Helper

the stuoent ™y prepare for ) career L a(o)

Dlshwasher

]

L for the

sotht

1

t

~Learntng Retfvitles”

{ In
Schiool

&

Evaluation |

Tndtvida)
Study Assignment .

| Orientation to Enploygent Related Skills
1 Cleanlmoss and personal Qroo\kmq

a. keep hair and body clean

b. use underarm deodorant

¢. keep uniforn clean and dry

d. ear clothing protection .

¢. wash hands when arriving at work,

after using ‘rest room, after coffeq

breaks and lvnch breaks

f. Carry and use 3 handkerchief as )

i

riecessary

. ¥now how to usé public-transportation |

to get to and from wark

. Xnow when breaks hegin and end. If
.. nable to tell time, use a kitchen

tlmer

. Réporting xllness

. know how to call in sick
b if ill, stayfone

5, Obtain a social security card

» Leam to handle finances -

a. know’ noe to endorse a paycheck
b know'how to cash a paycheck
¢, know how to handle &’ paycheck,
nranafly . £0 Uce MAnAY WLSelv [Ny

=

S

= S
p
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Page 2 of °

. Approximate |\

Time

Learning Activities

N}

In
School

Evaluation

Individual
Study Assignment

four weeks

€9

four weeks

L )

two weeks

94 -

Sweeping and Mopping Dutics

L.

2

8. Change a soiled wet mop
9, Dispose of a soiled mop
10,

Cleaning and Washing Duties

1. Prepare cleaning solution

[
-

L = V)

Sorting Trash Duties
L.

. Fill a mop bucket with the proper
. Use a mop wringer on a mop bucket

. Mop under rubber floor mas and other

-recepticles
5. Wash'pots and pans.by hand

. Wipe area around dish washer dry fron-

. Place burnable ifens into separate

o

Gather dry debris from the floor wlth
a push broom and reqular broom
Pick up debris and place debris in
waste container

amohnt of water and disinfectant solu~
tion

Mop floor of work area clean and leave
as dry as possible

floor coverans

. Mop under and behind stoves, rekagera- i

tors, and other kitchen equipment

Bmpty mop water at end of Shlft or when
dirty

Wash work tables
Wash out refrigerators
Wash out garbage cans and trash

Wash trays, steam tables, and pans by
hand

water over spray

Place garbage and non-burnable itens ,
into containers with lids

containers:

X




,. el of S
Approxnmate- I In [ndividal
Tnne . Learning Activities "1 0T | School| Evaluation |  Study Assignment
| two,weeks‘ "“' Garbago'Colleotion and Removal \
: 1" " 1, Put garbage and non-burnable trash X
. . into proper receptacles for pick-up
T 7, Bt burnhble trash into incinerator | X \
o N
\ejght weeks Food and Kltchen Supphec Storage and
. i © | Trabsfer Con
A Ini +1, Put produce, groceries, and Supplies X , |
"I Vinto storage room upon delivery - :
| :;n "' 2. Bring any food or supplies needed X
35‘,f\;f; {1 towork area , L
» B (N : Sk |
L & N
tén beeks | Dishwasher Qperation’ o
weN l Priop to washing:
" R ] gie-scrape all equlpment and utenr X
- ::.y) < ‘plls ,
I ; B pre-flush dishes to be washed X
S |4 g4 pre-soak spec1f1c items to remove X |V
L "~ large food particles | ‘ |
;; : N 2 Check temperature controls to insure X
B wash and r1nse water are proper
LT tenperature
;ﬁ h 355K9gp automatld soap and chem1ca1 soluf X
ﬁ ﬁg;"mMmmmmn
ity 4| 4. Keep jets, nofzles and other parts of | X .
% %] the machine free of chenical deposits, N K .
| " debris, and.soil - ,"1' | \
, ;‘f ‘ 5; Remave dishes from machlne and air | X 3;2;
L ;- dry prior to storage | A
Y 6. Load dish holder carefully and proper4 X ﬁ’ \

ly for max1mpmnclean1ng and preventlon
of breakage + .
. De-lime dlshwasher once a month
Do not ‘touch 'silverware or glasses
~ when’ remov1ng washing containers from
dashwashen' |

-3

o>

) ) . i ) ¢ A

07
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Time

.Appfoi1mate

- Learning Activities

n

School |

Evaluat1on

Indtvidua)
Study Assignment

six weeks

s9

continuous -

08

9. Wash silvervare wit'h prongs and bowls "

of forks and spoons up in containers
10. Durp the silverware’ from washing
container with prongs and bowls up,

to serving containers with prongs and

~bowls down -
1 11, Do not touch prongs or bowls \
12. Always wear head ‘cover yhen on duty
Garbaqe Dlsposal Duties: ;
L Usé cold water when runmnq disposal
~ to keep motor cool

' ‘\‘2. Sort pop bottle tops, and other metal

~ from qarbage to be disposed

3. Sort out paper from disposal garbage

4, Xeep hands away from disposal open-
. ing at all tines .

5. Push garbage in with wooden spoon or
‘rubber spatula |

6. Get help if disposal jams. Do not

' attempt' to free wnit with hand

4

»

Safety in the Work Area '
1. Keep floors mopped dry to avoid falls
2. Keep work area clean
3. Report all machines and equipnent
that may be broken or not working
properly
Practice use of fire extmgthsher
know location of all fire exits
Know how to report a fire.
Know duties in case of fire
Know how to report an accident or .
injury :
9. Know where to get flrst-axd

oo -3 O Un o
e a0 T & e

10, Keep all unneeded supplies put away

><)><><

><

€ DC DE >C DG

Wt
'
l"‘\\‘ .
. .
.
.

]

99
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\ l Page 5 of 5
R
Approximate ‘ i In Individual
© Time i Learning Activities 0JT | School| Evaluation | - Study Assigmment
J :
{ - 14, Follow directions and use caution in ¢ X | .
| * handling solvents, disinfectants, and 2R !
| other chemicals - )
12. Keep hand out of and away from run-. | X N
: n{nq equipment .
: 13, Tumn off dishwasher if temperature X y
f is not right o
/ 14. Do not open dishwasher when in opera-| X , '
“ tion \ . ( ¢
15. Do not touch soap when filling dis- | X |
‘ penser | .
16, Keep hands away' from garbage disposall X .
. opening , &
17, Take care when removing dishes from X ‘
washer so as not to be burned
A 18. Use caution near hot stoves and - X
ovens - | o ' ‘
19, Wear head cover when o duty’ X
» !
/
A

109
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| . .
Occupation - Genersl Farm Hand

‘l

g Suggested Target Population - Learning Diégbled ;

Al



1 L} ‘
! , ' h
] 1

1 W \ \

Definition | , .

Learning Disabled = A student with neurological impairments/learning disabilities exhibits: -

severe specific defects in perceptual, integrative or expressive pfocgsses which severely *

impair leaming efficiency. Neurological impairments/earning disabilities include conditions -
Which have been referred to as perceptual handicaps, brain injury, minimal brain dysfunction,

dyslexia and developmental aphasia and may be manifested in disorders of listening, thinking,

talllting, reading, writing, spelling, or arithmetic. They do not include leatning problens
which are dve primarily to visual, hearing, or motor handicaps, to mental retardation,
emotional disturbance, or to énvironmental disadvantages. Children enrolled in programs for
the' neurologically impaired/leaming disabled shall be those who are chronic failures in the
reqular classroon setting and are seriously deficient in educational skills. g,

-

1

{

* o - f /

69

103 L | ,
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The (Name of Business Fitm) . will pennit (Name of Studenti . from  (Name of School)

L1

High Schooi to enter theirestabii%hnent es an enpinyeennder the supervision of (Name) . for the

[
st

urpose of gaining knowiedge and experience in the occupdtionai ared of General Fam Hand | 50 that

the student nny preparg«foracareer % a(n) Ge“ef“ Fm’ tand . .

u[“ﬂ ) \ ‘v‘;. v‘a \{ "

o] L s e i
T ) Learning Activitles 04T | School | Evaluation | Study Asstgment

iyt
i . ! : e/
‘

: ten weeks Fquipment g

\

* . ‘| - 1. leamn to properly Operate 2 tract& . | Obtain Purdue Bulletin on
: | a. operate a tragtor " Equipment from Purdue University

@ o b operdte ook tp nttachmentn \ or County Extension Agent ,
Wt " c. dperate. bnck up attachoents |
B .y do fuel and m&lntain . |

C L2, Kaow and obsérve Batety” proceduren
Al o . 4, Ho.pot hreathe. tu; vapors X

> >¢ 5a <

. b always Jook befif befoze backing
, S PR ) equipment '
. L l"'?.;‘;:._"i_" ¢ thut' off tractor engine when checkq
‘\}'", H ’ ""'H ir@ belt}’ und drives | | N | ) :
U ¥ keep harids: drd "looge clothing out : .
Sl +.of unbversals and cuttinq knives | X
o B Rt f.'alwayn npply braken when pnrking
et L odpeet o
ERIEE I I t’..;,do not allow riders ~. - [ K | %
| | q 46 ot operate across’ Jteep slopes
"”‘ii..'bn sure slow moving vnhicln nign in'; X
. L nplace | - .
woe ] " {L do.pot fusl any maghine Whilu e ) | - 106
n105 . Sl onghne i funnidg “
s ! «*7 A j sojoct a gear that, is .lippropriato .x“ . | | ‘
*W“fn;" wmeMWMMOIMEL
e, Lt “vhe one I C | o
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W.Approximate
Tine

. 4

Learning Activities

In

School

Evaluation

ndvide] o
SWWA%@ gnt N

three weeks

‘XL

two whbeks

p

H

107

Livestock
1: learn proper handling of livestock
_a. move cattle from pens and sort
b. observe cattle in pasture for
" illness and breeding
¢. lead show cattle |
2. 'Learn proper feeding techniques
a. measure feed for each pen
b. learn ingredients of feed and
quantities of each
c. keep water before each animal
d. bed animals and keep them clean
¢. be sure animals are not overfed
or foundered g
3. Learn proper safety procedures
"a. do not come between mother and
“new born animal-
b. move animals slowly without

excitment
c. keep clear of kicking animals

Buildings and Grounds
1. Leam to repair buildings
a, nail up loose boards
~ b, re-nail metal roofing
c. fix broken water lines
2. Learn proper maintenance
a. paint buildings
b. rehang gates
¢. build feed troughs
3. learn proper safety procedures
a. keep eyes on what you are hitting
when uying equipment or tools
b. use safety line when on roof
¢. pick up and destroy old lumber
with naile in it
d. have tetnus shot

)

Obtain Purdue Bulletin on Live-
stock from Purdue University or
County Extension Agent

L
8 I

Obtain Purdue Bulleéln on Buildings
| from Purdue University or County
Extension Agent
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 hopraxinate

Time ;‘Qi

Learning Activities

0T

In |+
Schoo!

%

Evaluation

1

Individual
Study Assignment

. three weeks

L

109

:fbf a. retighten barbwire

.@g\{ e. hang gates S

U;/amuﬂwuuwmwm'

| {@? b. unhook charger beforé workxng on:’

-" 2. Demonstiate proper nttituden ,.": |

Fenc1ng
i 1. Lear proper maintenance procedures

b.: stretch fence
C. set posts
ds@h@mmmm=

2&mmmamwxmmmm,
{‘ & patch fence
L b. fix hotwire ¥

5 Learn proper safety procedures’

hotwire e
mkwpdurdsuawqumm

~ loading

Personnel N
1. Demonstrate proper agpsarance '
a. clean clothing - &
b, clean body and hair |

+ 4, -be willing to learn and angious to
rowork” -

b, enjoy your surroundings .

3. Learn general saféty procedures

4, uge common BBHBE" : '

b. be alert

c@quWWNmemW

your capabilities

Goneral Safoty Proceduros to. Obgerve
‘hround Fam
-1, Do not 1ift excessive loadu
2. Use parkinq brakeu on all equipment
When leavinq seat

t

OC D= . D D D

3. Chock all machinery wheu parking on

WEEDN

> >

Obtain Purdue Bulletin on Fencing |
from Purdue University or County
Extension Agent

10
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Occupation - GeneralYHousekeeper |

Suggested Target Population - Learning Disabled

\

]



Definition

, , | . !

Learning Disabled - A student with neurological impairments/learning disabilities exhibits
severe specific defects in perceptual, integrative or expressive processes which severely
inpair leaming efficiency, Neurological inpairmefits/learning disabilities include conditions
which have been referred to as percep'tual handicaps, brain injury, nininal brain dysfunction,
dyslexia and developmental aphasia and may be manifested in disorders of listening, thinking,
talking, reading, writing, spelling, or arithmetic They do not include learning problens
which are due prinarily to visual, hearing, or mtor handicaps, to menta] retardation,
emotional disturbance, or to.environnental disadvantages. Children enrolled in prograng for

the neurologically {mpaired/Jearning diszbled shall be those who are chronic failures in the

reqular classroon setting and are seriously deficient in educational skills, Reimburgenent
of enrollnent in such prograns shall be linited to a maximum of )4 of the total entol lnent

.of any school corporation.

)
.

113



s High School to enter the1r esteblishment a{an employee under the supervmon of (Name)

{14

oL

oy ‘\1 ‘ ]
, 4 »
- £ / \ “ e
. y | " \' l' \ ,.‘ ) ‘.
Approxinate | In . < Individual
- Time Legrning Actfvities (T | Schol| Evaludtion | * Sudy Restoment
, ) - ﬁ a | " IR
two months JK}eehe;‘Eey{es “ | ' _i . b Learn about vareoue cleaning
| 1. Cléan oven and stove kol | agents ‘and;the types of sur-
" | D Cledn and wax hard inish floors | Kol faces te use them on
3. Clean and defrost the refrigerator and X G I C
oo freezef; | , '
4. Clean yarfous types of materlals in | X%, ' |, :
sinks \} B :

TRAINING PLAN FOR COOPERATIVE VOCATIONAL EDl]CAT'ION,, o

(Name of Business Fimm)

The will permt

Y |

purpose of gaining knowledge and exberience in the occupational area of Geherel Housekeeper

the’; student may prepare for a ce‘ s a(n)

"t (Name of Student)‘

- frgp e of Schoot)

V

. fer the

General Housekeeper

\ ﬁ

50 eﬁat |

6. Load and use dish washer
hand wash dishes

floor rugs

Living Room Duties

' 1. Dust thoroughly W]
2. Vacuum carpets and fumlture X O
3. Polish fumiture ad requisted X X

Bedroom Duties
1, Make and change beds and

floor

. |

5. Clean comter tops and cabinets

~ 7. Vacuum any carpeted areas !hﬁ shake x|

2, Wchumm,muemw&dmtme X 1 X

, 3, Straighten clothes & ehoes in cloeetsﬂ
- 4Mm%mmHMmm&Mm\

Al
X

and/or

linens

]
1

b

Learn to hang clothes on approp-
riate types of hangers for
various types of materigle

115
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'
!

| ¥
Mpproximate | -’ | | R ©oIn Individual
Tine " Learning Activities 0T Schoo] Evaluation | Study Assignment
A 5, Dust thoroughly
e .6, Hanq clothes up in closet .
J,aundry Room Duties Learn to operate various kinds
1, Leamn to operate the washer & dryer X X | | of washers and dryers. learn to
" 2. Leam to sort clotheﬂs according X X ' |match types of ma/terials with
to color and type of fabric . types of washing /cycles
- 3, Learn to prf-soak y X X | . |
e 4, Clean the floor surface " X X
5. Clean ‘shielves, ard other storage '
. areas ’
6. Leam proper safety-procedures J
‘ 2. BIOper eare in operating vasher X X g
and (ryer
J b. 1ift with legs not back X X
N ¢ & nét try )) move heavy articles | X
‘Bathroon Duties | | Learn about various types of fix-
L. Match cleaning agents X X tures and match cleaning agents
2. Clean sink area and tw X X L
" 3. Clean, dust, wash, and/or wax floor | X | ¥ ;';, "}
" or carpeting v’ 'r i )
N 4, Shake rugs X X\ , ’/ ,'1
, 5. Clean cabinets and storage areas - '| X X :
[ 6. Cleant shower doors - X ‘
: 7. Clean commode X X
A p
‘General Cleanmg Duties learn to operate various tyi)es‘
1, Sweep off porches and walks X X of vacuum cleaners
> 2. Sweep off patios and decks X | .
3. Wash windows inside and out X | X ; A
. 4, Wash down concreted areas - X ' i
5, Wipe walls and edges of ceilings for | X ’ ,
cob webs with clean cloth over broom|
6. Wash rugs when they need it X ,
7. Clean light fixtures X ‘5

116
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EA v
R 2 BB =

squipnent when hands are wet o !
equiplent ny cone into contact with

i

SRR : Page ¥ of ¢
Approximate | . s . In Individial .
Tine 0T | School| Evaluatton | Study Assigmment
: N 8 Cle&n ‘as}xtra\(s | X
ol .M,,. ~9 Opetdtq @nd onpty vacuum cleaner X
S ) vPay ‘sﬁddxal at;t.enuon to comers X v
"_;3‘ 1 itlean’ mndow sxlls | X X
‘ .mequest éddmonal supplies, cleaning X |
e ;_'_l'. aids, eté., Before present supply 13 £\ ,
T l:' ‘Pmpquy dxspose of vaste paper and | X | X ’
Investigate and practice positive
' attitudes towards yourself, other
x| X | people and work
X'l X |
X | X ;
f. ae': fnendl and” wllli.ng to 1earn X
o Be amuons .o‘?r).ea,rn, wlll,mg to work X )
o qety,.,-Prbcedures to be 0bser9¥d ~
o . B cautious “to. provide (v proper | X X J
W | ventifqtmn whert: txs;ng clea,nerg
o (o vithstrong wpos, ¢ 1 , .
| co} o Useonlya ‘sturfy | stodl o ste_p X | X ’
r ol 'ladder when clmbmg of’ teachinq '
X Sl mp to clean v ..
EAERRRN 3 Avoid inhdlation of vapor from oven.| X X |
“yel [+ icleaner or tub and tile cleaners |
% 4. Renove electrical cords only at the [ X | X '
:. socket, do not pull the cord ‘
, .| 5. Exercise comon sense in attempting | X X
o " to move or ift items Lo
118 "6, Use rubber or protective gloves vhen| X |- X
; usinq strong cleanmg agents ;
7, Do not attémpt to use electrical L1OX
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! \ ; ‘i
. Approximate . o o 1 In u} Individial
Time [ Learning Activities - OJT, | School[{Evaluation | Study Assigmment . -
8. Do not "ovex wax" hard floor sur- X X
faces : v
9. Exercise care in going up or down |- X | ,
stairways, keep stalrways uncluttered| . ‘ o ‘
10. When in doubt as to how to’ proceed X X _ S
" with a job ask for help/instructions ol '
the first time e
¢
g . (
3 ' \
: 1 ;
L
\I ! v ! )
% ,
i 4 )
,‘.
' ’ -~ . ¢
N\ ! ; | I
|
: A i O
\‘l‘ .
, /
4
\ (

L | o o



“OCCupation- Grocery Cashier

Suggested Target'PoQulation,- Socio-Economically Disadvantaged



: \ : '
Training Blan - Grocery Cashier - Introduction and Target Population = The following training plan
describes necessary skills for a qrocery cashier. This plan thoroughly outlines specific skills
related to running registers, ringing orders, sacking, etc. Other jobs' may actually be required
of a cashier, espacially some cleaning or stocking duties; these have been more completely out-
lined in a separate plan, The teacher should recognize that there may be overlap in skills between
‘many’qrocery: jobs, and this is reflected in these plans. The flexibility and scope of the cashier's
job will depend largely on the type, size and location of the grocery; defined union rules and
employer's specifications. Some skills are essaiftially required for any cashier, These include
qood hygiene, health and strength; communicative ability with'the public; and basic math and reading
skills, \ v

'

In discussing disadvantaged and handi capped students with enployers they placed stress on adequate,
job'functioning. That is, store managers seened legs concemned with "lab 14" ‘than with "can the
“person perforn the tasks?" For the most part, they were of a cooperative nature; biased:only by

a comon concern for their business and profits. Managers told of hiring vorkers wjth Speech -
inpediments, or the hard-of-hearing; in each case; the person's obvious interest and hard work was

o stronger than any limit in comunications, They were also supportive of such a progran helping
“ - {nadequate students who may still becone valuable workers. The target population is, therefore,
not limited to specifics. With only some individual variations in skill, "this plan could serve persons
with some comunications problens; someone with a leg loss or handicap) (or even perhaps wheelchairs)¢
It could also'be used for many disadvantaged learners (managers especially seemed interested in
" “near~dropouts"); they were more rigid about the mentdlly retarded. Specific skills necessary are: )
qood use of the arms and hands; and good perceptual ability to coordinate right/left and eye-hand
© movements, (This may eliminate the learning disabled.) T o

I propose that 3 teacher shouldn't necessarily have a difficult Job in finding cooperative store
managenent to implement the use of this plan with 2 variety of handicapped or disadvantaged learners
(vith exceptions as noted), Iwould suggest also checking with union personnel and rules to avold

creating employee relation problems. !
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The

_(Name of Busines$ Firm)

TRATHING PLAY FOR COOPERATIVE VOCATIOM EDVCATION

Wil permit

(Name of Student)

from___(ane of School)

High Schaol to e}teﬂtheirestebﬁshment 8s.an employee under the supervision of  (Name) }‘- for the

J
purpase of gaining knowledge and experience in the occupa

¢

‘the ctudent may prepare for & career. s a{n)_Cashier in a Crocery Store

bl ,’

ve

“+ hpproximate

Time

Learning Activities

o

In
School

Evaluetion

Individial
Study Assignment

one week

four to six
weeks

" (basics)

Use of Cash Register |
1. Opening Register '
3, pick up register key and money

b. insert key into register to unlock
.

4,

drawer from office

slide in money drawer and, 'if

directed to, cownt to be sure

total amount of cash is correct
take a register yeading to begin
the shift and placé the reading
tape under the ¢ash drawer '

e. lock the machine by removing the

register key whenever leaving
the register '

2. Operating the Register

a,
b

greet customers pleasaetly

switch on belt to move, iteme to |
 register .
. pick up each-iten, read price and

punch eppropriete keys on the
register

hold down price key when there is

pore than one item of the same
price

t10na1 area of _ Grocery Clerk/Cashier 50 that
TR |

Items b,c,d, and e may be

practiced in school if a
register is available

126,



Page 2 of 7

* . Approximate
‘Time

~ Learning Activities

0T

In
School

Evaluation

Individual
-Study Assignnent

one week

S8

. one t0, two
weeks

.

%

3

127,

e,

h,

1

determine proper tax, if any,
either on item-by-item basis
or as a special key total and

ring up amount of tax on register|

before flnal total ¢

. develop apeed and accuracy in

using the cash' register

. develop speed and accuracy in

mentally multiplying or dividing
prices

look in and under customers cart
discreetly to be sure it is
entirely unloaded

Closing Register

a.

b.

take a register reading and
place in cash drawer along with
opening register reading tape
remove cash register drawer
from register

. close register drawer'and remove

and place register key in cash

- drawer ¢ - . f

d.
. Special Machine Operations

turn in cash drawer at office

a. learn to correct incorrect:

punches and to make out: prdper
vold tickets and/or reports:

. learn to accept and process ‘

customer coupons (there nay be a
register key to facilitate thla

‘activity or cashier may have to’,

%

compute . amount Danually)

1) check validity of .coupori date
and whether cus%omer has "~ ¢
correct item '

taxable items

Special practice on

punchlng prices

»

Study and learn list of

" math skills for reading and

Items a, b, ¢, and d‘may be
practiced at school if a re-

.

Learn store procedure for
, redeemlng coupons from the
mmuwwmrmpmmmr

9

| gister is available

]



)

.Approximafe
Time

Learning Activities o

0T

“n
School

Evaluation

 Individua)

Study Assignment

y!

two to four
weeky

.t
l,\
2y

:
f "
i ) .
)
. { ’ ' u!‘!‘ . ' B

]

2) place all ‘coupons under cash
dravier or othgr'designated
. register area and turn in with
cash drawer at end of shift
3) handle coupons as cash
C. know to offer "xaincheck“ for
temporarily out- of-stock sales
itens
1) know how to fill-out raincheck
2) know when a substitute item
myhoﬁuw'

;

Handliﬁg Money

1. ‘Accepting Checks
" a. tell custoher the amount, oved
after complete order is rung u
on register
b. accegt check only if
customer has a store check=
cashing card or if the' check has
been "0.K.'d" by a supervisor
. permit customer to write the
check for either the exact
amount owed, or with approval,
for ' Specgfled amount over the
amount of purchase
d. stamp back side of check for
deposit and at the completidn of
the transaction place it in'a
separate compartmentjof the cash
- drawer
2, Acceptmg Cash and Making Change
a. tell customer the amount owed

after complete order is rung up

on register

. Dy take money ‘from customer; state

- amount given out loud and lay
cash on register ledge above cash

‘ X P

/

(o
w
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Page 4 of 7

.Aﬁprofimate
Time"

_—

~Learning Activities

T

In

.Schoo!

Evaluation

Individual
Study Assigment

‘

two to

' three veekq

L8

151

§

A

i

]

_C. count necessary change from
cash tendered thn removing @t
. from drawer
d. count change oytloud as it xs
given to customer

e. place cash received in register

drawer once customer has
~ accepted change as correct
© amount owed him :
f.. tear off register receipt and
‘glve to customer '
Sacking Groceries
1. Use box items to ajd in squari
off corners of sacks “
2. Load canned goods {n hottom of
- gack along with large hoxes and
milk cartons / "
3. Place, Mght and breakable items
" (produce, breads, eqgs, etc.) at
top of mack :

4. Load cold items together (double

bag 1f so instructed) to help '
preserve them in transit |

5. Load drippy tems’ (neats, some
vegetables) in separate, small
{plastic) bags

' 6. Avoid loading ‘soap products with

meats or other fresh perishables
7, Load very heavy items (potatoes,
* "soft drink cartons) directly iﬁio
~ shopping cart
8. Load all sacks into cart for
qustomer
9. Call for carry out assistance when
" necossayy |
10. Thank oustomer

. .
4 ',
¢ ' ]

Sacking may be practiced
either at home or at school

/

132



Pges of 7

- Approximate |-

Time

T

In

Schoo!

Individual

Evaluation | Study Assigment

Continuous

sg

133

Learniﬁg Activities

11. Call for a sacker if a line of |
custoners develops °
Safety ié Work Area .

1. Know location of all fire exits and
personal responsibilities in event of
an emergency '

2. Practice use of fire extinquisher

3, 'Keep register.and floor area clean
of debris

4. Straighten rows of shopping carts;
‘never let carts block exit

5, Caution customers and children not to
place hands along moving belt on'the
" register counter

6. Give reasonable aid to customer who

-guffers an accident on store property
call for help if needed and secure

" names of witnesses to the accidept

1. Xnow and observe all general saf‘ty
rules for the store

B. Avold overloading qrocery sacks

. 9, Know to keep calm in the event of
- robbery; quietly follow all commanda
without'undue panic
10, Report suspected shoplifter to

manager) do not approach or try to |-

apprehend person by self

| . 11, Wear low heeled, well built |hoe‘a,

- with suppot stockings if mecessary
to stand for pn?lonqed period of
tine |, -

Milcclimﬁ Duties
1, Do flexible in helping fellow

4

 esployeds vhan time permite) but &, ,'

- not leave Teglater ares without
lacking the regiater

Sw

* {Unit on b'asiq'firat aldand
. |what to do in emerger:~ situation

134
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: - \ \ L , o ,
- Approximate e a | In| ~ Individual
Time ~ Learning Activities - | T School| Evaluation |  Study Assignment

. \

B S
2. Weigh and price produce if scale is X
located at register counter )

{ "a. be aware of weekly "speciall X
prices . ,
" b. place produce in separate bag for | X _ .
.@‘ protection a g , <
' oy e . , , .

3 Inserting register ta g% n

a. keep extra roll.o tape at check- X

out lane -ﬁ"‘- '

b, check tape periodlcally; awgid‘ 1 x _

~ running out a- fqll durinﬁ“a busy | ‘ .o - !
time or in the midpleuof ringinq | T ‘

up an order | ' P

¢, call for assistance if wnable to | X ' L Sl

ingert new roll and customers ire | . o RN

| waiting in line o : . N

4. Check periodically and maintain an X - N
adequate supply of sacks of various Y

sizes ' :

5. Check cash in drawer often; call for | X

a pickup when an excessive anount of
cash accumulates in the cash draver

v

&8

Customex Relations o f
1. Project friendly personality to all X X ;*fyg,
customers RSN
.y 2. Call for managerial assistance when |. X / A
4 customer requést or demand excesds .
cashier's authority to act
3. Avoid any type of arguement with a X X
customer | .

Personal Appearance and Grooﬁing
1, KQPP hair and body clean
2. Use a good deodepnt X X
3, Wear clean, geatly prdbued unifom [ X

or outfit to work




 Approximate "“

| Learning Actfvities

01

In
School

¢

Evaluation

 Individual

: ‘Time
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i
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g
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4. Wear hair in style that will not
require attention during working hour!
5. Keep fingernails clean and trimmed
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Occupation = Lauwndry Marker

f

~+ Suggested Target Population - Hard of fearing

'

i

Ll "r



Definition of terms

The Deaf Pupil - A deaf pupil is one in whom the. sense of hearing s non-functional for the jr
“ordinary purposes of life. This general\uroup 15 made up of two distinct classes based

J .en‘trrely on the tu‘rf of loss of hearmg

S

a. The congenitally deaf - thoBe who were born deaf \ R - Y
- b. The adventitiously. deaf - those who vere bomn with nornal hearing but in whon

the sense of hearing beoomes non-functional later through xllness or accident. (Rule §-1)

40

'
{

Clothes Marker; Counter Girl Counterman; Entry Clerk; Garment Marker) Receiving Checker -

 Perforng any combination of the following duties in marking, gorting, on recording soled +.

garments, lnens, and other articles received for cleaning and’ launderi : ,Opens bundle

or'bag and spreads articles on vorktable. * Examines'drticles for and records defects, guch '
 as, holes, stains, tears, and ripped seams. Compares articles with cuetoner'o 1isting or

‘records them by hand or by using listing-priclng machine. Affixes or ma{ks @ustorner-ldentl- RNy
: fylng symbols on soiled articles by fe of ther following methods: (1) Adjusts nunbered dlske
" of harking machine by hand to sét. eoﬁ“t number?

P

places article of cloth tag under dleks,

depresses pedal or pulls lever; thnt ‘fol‘ces diske- agal ft article or tag to prlnt gode; plne 3
or staples tag to article. (2) Writes code nunber on garment or tag with pen and waterproof
ink;.pins, staples, or sews teg to gament. (3) Positions qarment wnder stapling machine’

“and odls lever that staplés showt Fength of tag to qament s writes identifying: code on tepe

(4) Presses lever of .clipping machine that fastens metal clip to garment, ts) ‘Depresses -

“keys of- marking machine that prints ldentlfylng eyrbol on garment. (&l Seals’ ldentiflcatlon

+ stained articles. Counte finished articles for completaness of order‘ d verlfl?tloount My
with plant recorda. (Dictionary of Ocqupational Titles 369 887) )

tape on article, using patehing mactiine and adhesive tapd, Mutes defective articles to SERMSTRESS -

‘for repairs, Sorts articles according to color, degree of soi), and type of materials.or

treatment. Measures ar cles with yaréstick or measuring tape to determine charges and records s
measurements to insure nrtlclee are finished to original size. Removes buttone, omanents, and

other trimmings from soiled garmente and replaces them on cleangd garments. -Places sorted articlee | o

in different colored nets or ties them in bundlee and attaches. tage that indicate work to - .

be performed, such a6 method ‘of cléaning, artlclee to be starched or- tinted, and pretreatment of

’

»

S
.

/.

L
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A N \J. . ' b

The (Nome of Busmess Fmo) wﬂ] pennit (Name of Student) * . from (Nate of Schodl)
n 4 |

~ High Schoo] toenter theirestob]ishment 1§ 1 employee under the supervis1on of Wame) “ for the
, \ 1)
. purpose of gaining knowledge ond experience fn the occupationd] ares of 30,681 Marker 1c1emggg 50 that

/

I and press § laund)

y

the student my prepare for 2 career 2 a(n) parker in the laundry and olcmmw@m b
| Lo ' , e
S | o R . .
) ‘.,,' R B : ..
Apprqxinote S I (Y B | Individuel R
T | o lamhghdivtes | O ' School | Evaluation | Study Aosigmnt. o
o g ) o o " ‘k ‘ ’
" peweek Introduction of Elnployer to Worxing with a| The'tqacher- | , \ . | ' ,'
" .| Deaf Employee: coordingtor il . | P
2:’,‘: , 1. Rules for building effective com- . forient the em | * . 1 L - '
R "] munication: _ployer &nd/or, e
' \a, Bpeak rwrite in short, smple supervigor to
l A gedtences * fotking ith ;
s b. avoid hig words gaf personnel ' .
¢, avold slang expressions rior tq the |
] Co d. preseft only one concept at a tine placement of & ,
' N e. {1lugtrate vords with gestures or [traince.
o denonstrations }jnode y in-
, £ look directly at employee “elde cdnfer ,
: q. ‘do ot cover mouth, chew qun or  |rences, pan-
| smpke while worker. is, trying to, phlets, [films,
o pEo lipredyou o -‘ t&o. ' R ﬁ
o "7 b, upe facial expressions to convey should dnclude | . | N
. | eelinq alono with speech . the infy rnation .,’1' A Ty
* 1. yhry vording or sentence structure containg in " |\ | SR
' ’f repetition is needed thie,eection ' oy ‘@;\ ’
M, speak nore slouly than in pormal  pf the frafning| .} 4 143
. conversation plan, | S R F -
- k. use ordinary voice) shouting dig- | - ‘ B W
| . torts Lip novenent | o . | %
vl \
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App\pximate i In |+ [ndividual
Time Lyming Activities 0JT | School| Evaluation Study Assjgmnent
1. Always cheék for correct under- - The tfacher- Infozu,nipn reqatdxng deaf and
standing by having employee tell |coordinjtor will hard of héaringfyoxkers vas
, you or demonbtrate what has been ([orient the em- obtainoqifrom Indthna Department
learned ployer dnd/or of Vocat onal Rahabilxtatxon
. Other points to consider regardlnq supervigor to .
deaf workers vorking|with . -2)
a. recognize that the deaf worker is |deaf personne) |- !
as much an individual personality (prior t the
uewqomuwmnrMabumusmumetdg
b. recognize that deaf workers should |traines| .
! be' encouraged to meet the same  {Methodsimay in-
t@” levels of torpetency as hearing  |clude opnfe- s
. beers |rences, (pam-
¢. encourage social integration of iphlets,|films,
o * deaf workers with peers who can  |etc.; ajd should
| f hear includefthe |
d. be sure the deaf worker is properly information !

144

informed of procedural changes
e. do not assume deaf workers will be
comfortable in noisy surroundings

(some have residual hearing and
are quite sensitive to noise) -
‘Avo
PN,
- i ‘!.“-
4 ! ‘7'
o
K

containgd in
this segtion of
the trajning
plan, ||

T
N A

s AP
et
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- Apbroximate |

Time

/

tea}:ning' Activities

o

In
School

Evaluation

Individual

one Week

")

# ,One week '

-
Al
ld
.

~ one month

96

_#

T

'Required Background for Trainge

5, Join wnits such as vests, suit jacketq .

1. Read materi3ls which give an overview
» of the laundry and.drycleamng bus- :
10088

* 2. Analyze, career opportunities in posi-

tions in a cogpercial - laundry
¢’ . fi

| e
,| Recelving Activities

1. Open bags an¥ remove soiled laundry
b Check, aﬂicles aqainst invoice

LS

mrking Procedurés
L. Create custoner Lg“ennfication sym=
bols by conbining invoice nusber,
number of pieq,s in the order,
customer initials, etc., according
to plant policy e
2. Set and Operate marking machine to
apply ID ode to cloth tag (or hand
code tag legibly) . .
3. Seal, staple or pin tag.to garment
~ in such fashion as not to damage gar-
v ent . '
4. learh standard positions for locatmq
tags on gamments’ so that they may be
quickly located by all staff members

{

and trousers of one suit with the.
length of string '

6. Use spare time to'print a stock.of in-

- struction tags Suéh as "press only",
"measure”, "repair"

T. Affix instruction tags to garments a
per invoice notanon | ,

.

clags for ,
| final mark-

(ot qarhents |

can be giv
en to sty-
dent for
coding

Bring set of
qaments to

ing test

Study Assignment *

lp 2, and3

{and s

»

Wumber codes refer to individul
-study assjgnments listed on .

page 8

to

M
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) ' A .
. Approximate : - I » Individual
Tine - Learning Acti,vitiems‘;l' 0JT | School| Evaluation | - Study Assigament
~two.months | Garment Inspectmn :
1.,Tag loose accessories such as collars X

L6

and cuffs separately in case they be-
come separated from the' garment

» Pin loose accessories to the garment

 to prevent loss during cleaning -

. Check gaments for damage (rips, bro-

ken zippers) prior to cleaning

. Refer minor damage to repair dept, be~

fore garment is cleaned

. Refer.unustal damage to receiving

desk to be reported to custqmer pnor
to cleaning

. Refer qamments with breakable trim .

- suchas glass buttons to repair dept.

8. Note on inwoice that trim has been p
. removed | v
9. Use proper procedures to pin down and”

10.

ll.

" 12

for removal prior to cleaning

. Prepare apd supply repan' dept with

envelopes stamped with the customer's

ID code for storage of removed trim |

pad hooks or sharp metallic trim that
cannot be remeved
Refer special stains sdch as ball

.point pen ink, paint or blood to

spotting department . '
Recognize and route solvent soluble
articles (plastics or trim glued with
rubber cement) to the wet cleaning
department

Search pockets and place valuables

and papers in envelope marked for
retumn to customer

et -



Page 3 of &

Approxinate
Time

Lﬂmmgkﬁﬁﬂﬁ

0T

In.

Individual
Study Assignment

0
M
two months

150

-1
1,

15,
" 16,
11,
18,

19,

20.

Classification-of Grrments for Cleaning

1. Separate heavy garments such as

\2, Separate light colored garments from

3

4.

" ina short cycle load

buttons left on garments.to prevent
" breakage in the dryer

""""

Search linings

Remove lint from pockets and cuffs
with a brush or blower ~
Inspect drapes for weakened spots due
to sun damage

Remove weights and hooks from drapes
Close zippers o

Refer knit garments to reparr dept,
for measuring ,

Refer conditions which are out of th

ordinary to a supervisor for final
classification

Weap aluninum foil around omanental

overcoats from light weight garments
which might be damaged by mechanical
action

dark colored garments

Separate heavily sdiled qarments

" from lightly soiled garments to

prevent redisposition of il

Learn to recognize exceptions to :

reqular routine

a. Hold special materials such as
%pllic finishes for laundering

-

Schoo! .

| dept.

Evaluation

Sorting acv
tivities may
be practiced
and checked
in laundry
of home ec.

P —
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Approxinate
Time

Learning Activities

In
School

Evaluation

Individial

66

one week

159

b. Examine garments with beading or
* sequins which are held on with

chain stitch for loose threads

¢. Separate.garments tyimmed with fur,
plastic, suede or feathers for

. special processing

d, Remove cloth covered buttons and

~ buckles for hand cleaning

e. Separate qarments with plastic
zippers to prevent excessive heat-
ing during drying

f. Separate fringed articles for- hand
cleaning or braid fringe to prevenq
tangling

g. Sort specialty items such as gloveé
pillows, purses, bedspreads, and’

- electric blankets for separate pro-

; cessing - '

H. Group sorted’ garments and hold
until the proper weight load has °

. been accumulated

-

Flnlshlng Procedures
1. Assist in hanging garments after dry-
ing
2. Inspect cleaned qarmeﬂts for damage
" or spotting not renoved by cleaning
process
Continuous Safety Procedures
1. Learn to observe all safety rules -
2. No smoking in plant area
3. Learn to correctly operate machines
to be used ~

0

T

-

Study Assignment'

159
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Approxing e 3

L '

Individua)

S In|.
| Timé* ‘Learning Activities. 0T | School| Evaluation Study Assignmerk
%_'“”M’\f' 4. Learn not to touch or eat food after X X g and 9 S
Sy v e handllng goiled garments until hands o
have been thoroughly w&ﬁﬁed L C
+3. Learn not to touch ﬁﬁe eye#, muth, o) X | X
: any part. of the bodxduhfcﬁ“haﬁ been o ' \ : y
' J;&"‘broken by a scratch B¢ afiraision whilef | !3 L T
v, handling soiled clothes ! . o L
£6..Keep aisles and passageways clear E X X 0 e ‘
¥ 'in good repair ° \ . S
. Learn location of eKlts to permlt "X X © p N
‘prompt escape in Gase of emergency R
. Maintain exits and the way of approach X X | . Lo
and travel from exits so that they ° ’ . a
‘are uncbstructed and are at all tines ﬁ x
accessable
. Recognize that fire doors shall otbd X | 1x v
blocked or tied in ah open position \ ‘ Wt
. Leam locatiOn and opetation of por- X 3 L
table fire extinguishers suitable to - P T
the hazards involved | : o
11. Recognize the' importance of reading: X | X B g

bulletins and printed material per
taining to safety as well as oral
instructions '
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Indivxdual Study Assignments

_l.w "Occupatlons in’ Laundry and Drycleanlng Plants," Occupatxonal A

: Outlooksﬁﬂandbook, Dept of Labor® f974 =5, #
B .' . {
2.0 Filmstripr "So You Want to WOrk in a Laundry," Eyegate House,

1974, e ! — o

" . "y . - K " .1‘ ! .~ i > Al ety
3._ "Laundry workers,",Handbook of Job Facts, Scxence Research -
Assoc., 1972. . v . . < : S AT
. VA ' :

s . L e . >

-“.

t L3

4. Most Cleanifig establishments naye wrltten materlals &uch as -
- The Drycleaning Department by C. ‘.\Randall 2 n-,

9

3 s

5. Bulletln Serfvice (publlshed by the Natlonal Assoc.:of Dyers and
Cleaners of the United States and Canada, Sllver Sprlngs, Maryland)
" which the studenthtould tead as he is 1ntroduced to each area of-
work. -

o

r . B ]

6. . Dorothy Lyle Slgert s book Fabrlc Facts descrlbes a varlety'of LS

~ textiles and cleanlng procedures,,for contlnued study.
C K #

7. Pllm 1f You Hear the E;plosxon the Danger has Passed Xerox s
1969, _ , N S

/ > -

8. Succeedlng in the ‘World of wOrk Chapter}s "Personal Safety "
- l975. : . . .

‘9, .On the Job, E;ank Rlchards Pub 1973.

’
°

'10. -~ U. S. Dept. of Labor: Occupatlonal Safety and’ Health Admlnistratlon
printed material describing general industrial safety.and spec1f1c
standards governlng laundry machlnery and operatlons.

——
Rt ST
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~ : Occupstion - Lawnmower Repairman

-

. Suggefted Target Population - Verbally bi$abled :
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Target Population = Thé following training plan is designed for the verbally disdbled

student, Who possesses sufficient ability In the spatial relations and manual dexterity

atea to perfomAhe operations outlined in this training plan,
X |



TRAINING 7LAN FOR COOPERATIVE VOCATIONAL. EXUCATION

Iﬁe will permit (e of Stugent]

(Nane offBusinéss Firm)

\‘E‘ ¢

- "‘High “School to ent‘ér their establishment as an enployee under th"e'sup‘ervision of _luane]

from_ (uame of School)

f 3

purpose of gaf mng kr}owledga and, e&pemen&e n the occupational ares of Srall Engine e _palr

- for, the-

50 that

b
Lawnnower Repairman

the student mqy prepare for a“ career s a(n)

. N y L |
Approximate - “"", ‘ L I po p ¢ Individal y
Time Learning Activities 00T [ School| Evaluation |  Study Assignments
. ! . ! N - |
On-going | Safety o | | . :
y - 1. Use hand tools safely | % | Observation | 1dentlfy three safety hazads in
9 v A 2. Use power tools safely X X ! the shop 1 and 1A
3, Observe safe practi~es when using X, X "
© inflanmable liquids ' ’ A
4, Store combustible materials safely | X X - : {
* 5, Observe safc shop and job standards X X ' ) |
two weeks Hand Tools e )
* 1. #dentify various hand tools such as: X |Observation | Learn 0 spell each tool's nane
. ! hamners, screwdrivers, wrenches, files| and pen and | 24 dentify each tool -
| and reamers | o pencil
2. Learn tp correctly ung hand tonls
‘ 3 Learn proper cate of hand tools ‘ X
\ ‘ ]
two weeks  § Power Tools | : '
/ | I, Identify varioun power tools such as: | X | X " Learn to spell cach tool's name
drills, grinders, ond buffers and identlfy each tool
1. learn to correctly upe:power tool X S Make poster with pictures o('tools
5. Learn qropur care of power tools X X | aligned Witk nartg spe}led cor=
o : : . " | rectly 161
two monthy Engine Principles | e 4
160 in school & | 1. Know function of spark lug X X" |Obgervation | § .
on=qoing OJT| 2. Set and check plug cap 6 and 7
« | 3 Check, for lgnition spark £ | X |Explain how n
, , ' *NunP:r godfg ro{gr to films

[

L g I S - N o o - o



20T

gl

162

mine quickly how you can effectively
serve them

[

*

4

Roproxinate LA In Individual
Tine Learning Activities® - WT | School| Evaluation |  Study Assignment
4. Remove engine head and clean X X ({bservatxon .
5. Remove piston-and rings and clean X | )ﬁ‘ ﬂ' " 8 )
- 6. Remove and clean crankshaft O N o
, ‘!‘, “r
three months| Engine and Unit Repair - Y
one week 1. Clean and adjust carburetor X X " Shadow a repairman in a local shop .
three days 2. Mix gas and oxl,properly as required | X X ! for three days/teacher demonstra-
three days | " 3. Drain and clean oil and gas tanks X X "o | tion
thrée days 4. Adjust spark plate X X "
one week 5. Replace broken piston X X "
one week . §. Replace broken rod X | X "
one week 7. Replace head gasket . X "
one week " 8. Replace all qaskets X L
one week 9. Replace all geals ' " X "
one week 10. Remove and clean valves and/or ports | X "
one weex 11. Remove carbon from heads and valve . X "
openings \ |
one week 12. Clean complete unit . ‘ X X "
onzqoing Complete Unit Repair and Adjusthent '
. Adjust carhuretor o X Start EngineL
djust blade- heig t X | Observation B
5 3 Tighten all fasteners/screws ornuts [* X ‘| "
~and bolts |
hoﬁ. Adjust carburetor "
5, Clean inner houging "
6. Clean outer housing b '
Continuous | Communications with the Public L .
1. Demonstrate ability to communicate X X [Observation | Role play situations which would
effectively with the public . | occur on the job ‘
2. Demonstrate understanding of non- X Test | Pantomime non-verbal communications
\ * verbal communications Analyze yourself and others on tape
A for signs of non-verbal communica-
1 tion
3.'Greet customers promptly and deter- |, X X |Obgervation| 9 and 10"

163
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S

two weeks

Know Company Regulations.
1. Know regulations common to most
©_companies

broaks B
use of company phone

cmployee parking

package check-in o
probationary period when beqinninq
overtim ' b
provision of wifopns.

[N = P & T « S -

Y O 0 ™

soking aveas |
progress review -

.
T D T Ik D D De D S<

& ,
Y b Page  of 6
W - I
Approximate | | In Individual
Tine Learning Activities | T | School| Evaluation |  Study Assignment\\
' 4, Be positive with the customer X X %mmm 11 -
-5, Sell by suggestion; be alert and X X " Role play selling by suggestion
agressive, - '
Continuous | “Maintenance of the Job Through Good Work -
Adjustment . N
1. Know the personql‘qualities which X Test 12,13,14,15,6 -
will enable you to.get along with e “
people T ,
2. Know how: to get along wlth the Test ¢ " 17
supervigor/employer ’ P A
a. 'know what the supervision/employeny X X |Obervation | 18
has a right to expectof the ' . ,
employer | ' ’
b. know what the employee has a X . X : e
right to expect of the super- v
visor/employer ! ‘ . 3
3. Learn to obtain utmost satlsfaction X | X% |Ohservation| + 19,20,21 '
from this job : | | : L
4. Learn to follow instructions X X 1oy 2
5. Coordinate personal appearance with ' " Interview personnel manager of
the company dress code: ‘local husiness to obtu‘x this
a. wiforn length X | X . | infornation
b. cleanliness of uniform X X ' o
¢, repair of uniform ’ 4 ,g;,ﬁﬁ
O Yy

I} ]

, efntez.rview personnel manager of |

local husiness.to obtain thia N
information ”;‘
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. Approximate

Time

4
[

Learning Act1vities

0T

In
School

Eva]uatian

Individual

- Study Assignment

60T

166

O T O D 3 et e

N\

. raises

calling in when sick or late
company Meetinys ‘
discharging of employees - ¢

leaves of absence z{fe~ v

resignations

holiday pay '
medical insurance, pensi®y
and other fringe benefits’

. dregs code ‘.

neal pOh.CY for enpl()yeeygwl;;»s’;' Y

-

o o DS O D2 @ DE D2 D2

-

167



. Film: Safety in the Shop, 02588, 11 min., Univ. Ill., $2.90

s
~>

Page 5 of 6

[}

" Individual Study Assiénments

¢
o

1

1A. Film: Safety in the Sth;\Basic Practices;453635, 14 min., Qniv. ff;j,. _
$14.20 . - . . !

2. Film: S&fetx in the Shop ¢ ﬂand ;ogls;‘§3381,'}2_min., Upiy. fll. :”3‘“5%:

3. Film: Safety in the Shop: Power Tpols,.53378, 14 min., Univ. Ill., §6.so

4. Film: Engines and How They WOrk 00847, 11 minl, Univ. I11. ‘ p b

%. Filé: Spark in Time or the Firing Lgpe, 22 min; (C;amplon Spark Plug Co )

6. Film: SPark_gg.Power, 14 min. (dhémp;on Spark Plug Co.) Co , .

7. Film: Modern Engineg‘énd,Epe:gy‘éthéfsion} 11 min., Upivz I11., 03639:'c.

- 10.

11.
12.
13.

14.

Pamphlet: You Always Communiéate Somethgggﬂ

$5.25

. Film: ABC of"the Autiogobile: %he Engine, 15 min. (Frée - 'General Motors)

~ J

. Film: Communicatt_g,with the Publiq, Audio~V13ual Centcr, I.U., 12 min.,
,CSC-2316 $7.75 i e

L3 .,
-4

[

Book: Andrews, M., "You say it in Many Ways," Int You Said It, New
York, Gregg Div., McGraw-Hill, ‘1969, pp. 29-47.. . n
Book: Harrison, P. A.,v"Personality Habitﬂ," In: Getti;g,lt Together"
New York, Globe Book Co., pp. 34 -41.

Film: Dealinngith P;oblcm Peoplex Tho Forgetter, 6 min.,,03278 $4 25, c.
Univ. Ill.

<

Film: Deali;g_With Problem People: Tho Hothoad, 6 min., 03277 ‘Univ. Ill.,
Ca. 94 25. L - ¢ ’

r

Film: Dealing itn Problem Pooplez Tho Scoffer, 7~min., 03279C, Univ. Ill.,
$4.25.,

. : -
. . P
. » 3 '
‘ #
. 4 L

Pilm: Doaling WithoProblem Poqplox Thq Disordorly wOrkor, 8 min., Univ..'

\ ’ v

111., 03276, c., $4.25 )

.

Film: Your Job: You and Your Bossg, Audio-ﬂlsual Centor. I.U., 15 min.,'
BEC-130, §9.25.




18.°

19.

20.

21.

YR
Ve

»

Mcxnignt Co., 1972
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. Book: Kimbrell & Vineyard, "What the Employer May Expect "

in:: Activities in the World of- Work, Bloomington, Ill.

Film: People Who Fix Things, Audio—visual Center, I.U.,
18 min.. ESC-1187, $9.75. = ,

+

+

Book * Kimbrell & Vineyard, "What the Employer May Expect "
in: Act1v1ties in the World-of 'Work. '

‘Book: Sinick, D., "Jobs Have Personalities, Tgo," in: -
Your Personality and Your Job, Chicago, Science Research
Asgsoc., 1971, pp. 34-41. .

y
>

Book: Kahn, Tong & déw, "Following Instructions," Going Places

!LLh.Xin_Eﬁxﬁgnnlitx, Belmont, California, Fearon Co., pp 29-
38.

’ S - .
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K | Oecqpation'- Maéhinfst Helper; ’

’

Suggested Target Population - Socio-Econemically Disadvantaged ;N

o
? d' '
’
-
~
"
i
) -y *
. - )
t
[
~ L]
3 0
] ‘ >
/ [ [ ¥ » '
4 '
'
1 i
*
i
[+
" i
o 3 ’
-
* L]
, .
-
/
\ ’ ,'
[
f L |
I '
[ » rl
1 - ' ) - N ”’,l l
‘ -
\ . “
. t
gy
‘ .§ L v ;
LY J ’ . N Pl
"
' . 1
[
] 7 ")
r
D o ‘ ! L
1 i / ol .
f " v !
'
A . M
e A



Machinist Hug)e.'r - The following training plan 15 designed to prepare individuals with basic skills
r?aquired in machine trades in order that entry level employment may be obtained. Specifically, the
training: entails understanding tools, equipment, terminology, matermls and measurement and applying
knowledqe to the set qP and operation of partlcular equ1pmen$ ' o
y -
The target population'for this training plan consists of those students who are classified as soclo-
., economfcally disadvantaged. The acquisition of the identified job skiils and employability skills |

- may enable the student to advance within the machine trades- area after obtaining appropmte entry
| | lpvglmgmonal experience, S




TRAINING PLAN FOR COIPERATIVE VOCATIOWAL EbucAThON |

\ ' [3
)

(Name of Business Fim)

\

The will permit  (Name of Student) ) from__{Nage of School)
High School to enter their establishment as an employee under the supervision of  (Name) for the
purpose bf gaining knowledge and experience fn the occupational are of 17. 2307 Machine Shop _ s0 that
| the student ny prepare for & career as p(n) Machinist K per
* Approxinate In Individual
" Tine Learning Activities (T | School | Evaluation |  Study Assignment o
' /
one week | Program Requirements | !
AR 1. know what lathe operators do See film list
0 2. Know program requirements X Read course outlme \
3. Xnow how to find machine shop trades Locate three job.opportumtiee
type jobs o
on-going | Safety - ’ | See ‘film list
' | 1. Wear and use safety glasses shoes, X | X |Observation|See film list
and appare] | B
2. Obey all shop rules and requlations™ | X X Read ghop rules
3. Exhibit safe working habits X X '
{. Exhibit safe clean-up habits N S S . ' .
5, Observe proper operation procedures | X . | X ‘State rulés |
~ and safety rules on all machinery *|on’ paper and
I ' |pencil test | . -
on-going | Related Informatxon : See film list
- 1. Leam to read and mtezpret blue- X X
' prints and working drawings '
Explore aspects of the trade including ' " \
. a. mchine shop temnifology {74
173 . b S.A.E. steel clagpffication i
s ¢. ALS.I, steel cladsification X X |ldentify 5 |Read Metals and'How to Use hea
| ; B different | (1incodn) e
v N types of ] . ;
o Lo  'metals . .
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+ Approximate

Time

. Learning Activities

Evaluation

el

. Individual
" Study Assignment

four weeks

84

i I o ,".w“'_ '
g
AT

Turnxng Between Centers N

¢,

S U L e RO
a @ e e o e

" b. finish cuts

. Recoqnlze materials 1nclud1nq
. b. nop-steel alloys 1”

. d. non-metals .
. Identify materxals by chip, Spark,

. Meagure using ;alxpers, rule and.

d. effects of heat upon metal ‘machine|

production and accuracy require-
ments

¢. machine productxon‘and accuracy
requirements

Know andtapply related math includxng:

a. machxne shop formulas

b. measuring devices such as rules,
calipers, micremeters, WmMW,
gages, etc. .

c. machine feeds and speeds .

¥

. Use properly trade related tools , 1

1nclud1ng

a. hand tools

b. machines

C. cuttxng tools

)

a. steelﬁ

¢. non-ferrous metals

file, etc . tests ’

Clean and lubricate lathe ‘
Check and manipulate controls

Dress ends- of stock -and cenper drill '

Set up work between centers R

Adjust speeds and feeds U .

Make Straight stock tumm , .

a. rough cuts ,
! ’.‘ {

c. tpm to a shoulder °
d. tum groove

outside micrometer

i

o< D¢ >

e D¢ D< e >

Ll

\
[

Dbservétioné‘
pf"1dentifi-
bations

(1‘ :

metals

Shape 5

different
terials to

pecification

¢ ’

.| Identify 5

b

sedefiln 11st

-
/

See film list

’
¥
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Approximate | ™ s | 1 I AL Individual
e | leWhodbitis L O | Sohool| Eeltion | Stuoy Assigment
four weeks | Chuck Workw S ' co N
' 1. Mount chuck on spmdle nose X |© X ﬁcure chuck|-See film list
2. Mount work in chuck . v, X and install |
3. Center cylindrical, irreqular, and | X 1n proper ' \
hollow ring work in chuck K fashion '
: 4. Make straight turn using roughing cut|s {i A X
' "and finishing cut A
_ "] ' 5 Cut-off finished piece XL X Drill and
o F | 6. Center drill and drill X X |tap 6 holes
e AP N X X+ |to drawing
o { » 0. Ream with straight reamer and taper | X ! S S \
reamer’ o SRR o o
. 9. Set up collet chuck L XV X “ ‘ \ P
S |) DRileadpolish SRR TR S R o8 IE I "@ Coh
;‘ o ‘ ' ' S N B N
» 7 three weeks | Face Plate 'I‘urnmg - A 3k . N
+ | 1 Place work on face plate | | X #|Tum 3 flat |See film list ' !
L * 2. Counter balance work X |T oy ) face plate,sﬁl;'\n P
Wi 3. Center work using dial indicators and X X (I o o N
centermg indicators el g At (,' | | o
| ' b oo :
Thread Cuttmg ) 'ﬂ;f’\ % S R
** 1. Cit standard external threads X X 12 if- t'see film list = "5+ -
2. Cut standard internal threads X | X {feftnt see filn list. .« ™.
, 3 Cut sharp V thread . X .| X4 |threads See'?fi'lh list =~
, K3 Set quick thange gear-box X &“- aservinon TR ‘o
S. Engage back qears ko BT | i o
. | 6. Set thread stop R A A W o
W 7. Engage split-nut levg} X ';’\ﬁ,‘.'ﬁ S
X ’ 8. Apply cutting lubricant Ko, % Loy ‘ a) SIS
‘ ¥ OEIT - S '3 R
. Machine With Special Equipment - \$ ¥ " q ") m i A ' o : J
. 1. Mount grinding attachment “%. | X @ 0 ei"vation See fll;ni}lst' S
2. True‘and dress grinding wheel "} X X ,'U:' A I;" AR
3. Grind and test centers X ‘x 0 AT R T
4. Yount and set up turret attachment X _‘0
5. Set up eccentric attachment and X x *;

_ N
\D
gﬁ? . tumn'crank shaft journal < AL 4
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!

FILM LIST* ’ &

Drill Press - MSC-480

Fire Science - FSC-504

»>

Safety in the Shop -~ LS-31

Safety with Electricity - LSC-149

Reading a Three-View brawing - MS-240

Steel Rule - DS-16

Principal Dimensions, Reference Surfaces, and Tolerances - MS-235

Language of Drawing - MS-377

Shop Procedures - MS-383 . /

Turret Lathe =-- An Introduction - MS-279 : : R

Micrometer - DS-17

Machining Work Held in a Chuck - MS-219 @

Machinist%md Tool Maker - MS-18 .

‘Gage Blocks and Accessories - MS-185 : -

Cuttin§ Threads with Taps and Dies - DS-113 : » & ¢

Cutting an External National Fine Thtead - DS-12 ¥ L i%s &
< . . - [ 3 P

9 !

Turning Work Held on a Mandrel - Ms-276' . »é g%ﬁ’

Machining a Cast Iron Rectangular Block = DS-23

. A‘ : T ,
: t'
Grinding 'a' Parallel Bar: Part I: Setting Up the Machine - MS-187
Part II: Grinding Operations - MS-188

v

s

v

*All films aré avajlable at the Audio-Visual@Center, Indiana University,

Bloomington, Igdiana 47401

[ J-’;‘A
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 Qccupation - Hail Clerk .
. \

Suggested Target Population - Socio-Econonica

f
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lly Disadvantaged
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Target Population - Mail clerk -'socio-economic disa’dvantaqed'

Y jle‘aminq‘ experiences related t4 tasks performed by\é
‘and service establishnents in ragard to pick

 part of the general business function,

- organized subject Ratter-and
Istributive enployees in retail, wholesale, -
-up; delivery, and g’éqerall,cletkingcof.,!ma‘iﬁ asa !
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(Name of Business Firm)

TRAINING DU FOR COOPERATIVE VOEATIONAL EDUCAT’QN»/’ DR

Al permitI

High SchooI t0 enter their estabIIshment as af emponee under the supervision of

n"
.)}'.‘

(Name' of Sttide‘nt')/ ’

)
{ .

“from (Mame,of School)

#ft

'

purpose of qaining knowledge and expertence In the occupational area of

the student my prepare for a career i a(n)

Matl\Clerk

e (Name)

/

for th

' .

e
v

¥

80 tti

“g
SRS o ;‘

Approximate
Time

, ILearnIeg}AétivitIes

QT

~In

'Sctool

Individual

Evaluation |  Study Assignment

‘one week

¢

two weeks

two weeks

Related Information

;o
1. Know company product ‘or service .-
2. Know person fesponsible_ for mail in
each department

3. Learn all company rules and requ-
lations that pertain to successful
perfornance in this position |

4. Develop understanding of the imporr

tance of this position in the smootih

operation and transaction of company |

busmess

. Knowledge of U. S PostaI Reg.ulatmns

‘1, Xnow and tbserve requlations per- .

‘|« taining to letters, packages, and |
‘N bulk mail Q .
2. Know and observe regulatlons per~ 5 |

tajning to deadlines; services II ;
< available, and the necessity' for i
record Iteepmg L

B

l(nowledqe of Varlous Meulmq Methods aﬁ'

. 1.+ Tearn to know the, ad tages
" and disadvantages ofvg avallable

© tailing methods . N '

“ . | .
D X I‘" |
. ‘ Y

g

© e

\

¥
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Rpproxinate
Tine

tearning Activities

S

wr

.School

A

Evaluation

Tndividua)
© Study Assignment

two weeks

sZTT

three weeks

18

J. Develop abiljty to determine which’
method should be used in given
“situations ) n
Knowledge of MailvPreparatién
1. For incoming mail: |
' a. sort
b. keep necessary records
¢. report damages or shortages
d. provide for safe storage when .
* necessary
2. Tor outgoing mail:
a, sort ‘ ,
b. provide necessary mailing nota-
tions
C. use.postage meter
d. bag

[
! r

Knowledge of Delivery and Pick-Up Points
1. Xnow location of mail pick-up and
delivery point for each department’
2. Observe proper time schedule in
making pick-ups and delivery to
Wepartments )
3. Xnow when a "special® delivery of a
piece of mail to a department is
" varranted |

Use of,Telebhone , ,
1., Know and observe proper technique
for placing intra-company calls
2. Xnow and observe proper rules
regarding use of telephone for calls
, outside of the company

>C D> > >

-

it
»

18§
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Apprﬁxzmate
, T1me

Learning Attivities

)

In
Schoo

Evaluation

Fdividua)

Study Assignnent

S ~

'3 Xnow and observe proper technique
for answering the telephone tn the
mail department '

Use of Mechanical Equipment R

- 1. Learn function and operation of

|1 machine before attempting to use it

2. Follow directtons or instructions
| ‘careiully . .
Lxmmmmmummwmw

: Knouledge of Malntenance in the Ma11
| manm

[

1. Keep flgor clean and free of rubbish
- and trash pE
" 2. ‘Maintain order in storage areas
3. Know and obserye.all rules and
o requlations that will contribute to
safety in the mail room

IR

i, s

| Knowledge of Acoeptable Personal Conduct

. Qbserve’ all dress regulattons
: 2. Develop good human relations skills
( ~ in working with superv1sor and
' othe; employees

p




Occupation - Physical Therapy Aide

Suggestéh Target Population =~ Disadvantaged Students

189



Physical Therapy Aide Training Plan - Introduction - This' training plan is a descriptive outline\of
the skills necessary for physical therapy aides, It is important to recognize that some of the
anelyses of job skills in this plan may seen incomplete it was -discovered during interviews thai
job descriptions vary widely according to location and patient population. - Job desgriptions may ilso
reflect individual training, differences of the physical therapists, who are in turn primarily responsible |
* for training the aides. Because they also differ with individual patient treatment plans, job skills
themsolves were difficult %o define and thoroughly categorize “he notion of people-with physicei or
mental handicaps working as physical therapy aides often meets with unease within the profeSSion This
‘perhaps reflects the professional training image which most medical fields try to meintain; the éuhpic10n \
mmmmmammmmmmMmummmm% | ! ‘

]
s i

‘RmmmmWﬂMmﬂMmmmmmmmwmmmmwmmummnmim
physical therapy assistant's instruction comes from a rigorous 2-year college associate degree progran;

state testing and licensing is also required. The physical therapy atde is trained ptimarily on-the-job
by the registered physical therapist, who has had a four-year, highly selective professional training |
program in college. The caution regarding handicapped students in general is perhaps somgwhat’ justified

H f
%+ when one considers the rigorous training which a registered physical therapist experiences to becone a
"mmManwmmmmmRm%mmwmwmwmmmeMQMMHmmwmm
the handicapped when the teacher initiates the use of this plan. S , ;
- | . f‘
3 |
o : N
|
\“ ]
v 1 ) . " . t‘ ,
v | ‘ ‘\‘2
Y \ “,';
' 4 .

1 : : 3 . . ‘
. N . ' ' bty
) ‘. ! , . " e
| . \ ' Lo . . oo
' ‘ J ', e \
' . . N b 1 .
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Physical Therapy Aide Training Plan - Target P0pulation§ and Locations - In the departments interviewed,
there vas better acceptance of training disadvantaged students (who wete considered to be free of most
mental and physical "handicaps") to be successful physical therapy aides. The disadvantagement could be
educational; especially as long as the student maintained approxinately & junior high level of reading,
avithmetic, and writing skill.''This i3 important for any possible paperwork which the aide may do.

§8me clinics require a high schoql diploma, but mast agreed that much of the training was of necessity
on-the-Job, and specific to particular patients.” 1f the student trainee's disadvantagenent was “social,"
or involved such student problens as delinquency, there was more caution and concern from the department:

heads, who were not anxious to train Students extensively in the basic'patient relations and professional
ethics related to the job, B | : .

'
, i

]

" There was much enphasis on the need for good physical health and stxength in properly helping to Lift,

Hmwuhaﬂgmmmemuwm.OmtmmmnahommdmngmdpWﬂmlﬂﬂMemi@Mum
{n comunicating “physical nomalcy" as a goal for a debilitsted patient. (For example, it was noted

that a stroke victin needs a'good model to motivate him to re-learn proper walking gaits) .
. . r

+ I'strongly suspect from‘my own experiences with fhese‘interviews that a teacher of the dlsadvantajed

would need a fairly cooperative and persuasive manner to convince physical’ therapy departments to help

' train students as physical therapy aides, Perhaps Contacting small\er clinics or private nursing homes

would lead to more successful use of this plan than in applylng it tp a larger metropolitan hospital

setting. In the larger seltings, there was more reluctance to take the time, budget the money, or accept

the liability of student trainees.* I fee] these are basically realistic and justified concerns, The -

smaller nursing homes also especially tended to have long-term recuperative and handicapped patients,

allowing the student aide and the patient tine to adjust personally to each other and the job, wnlike
the constant short-tem'patient care comon’to many clinics and hospitals.

‘ | .
. CoN

\ | . »- ‘ - ' N ‘

*there are several probable reasors for this reluctance, First, one must realize that a registered ‘-
physical therapist pays liability insurance and essentially bears the expense of ‘the lawsuit if sued,
Also, there nay not be adequate tigg to participate i the supervision of students.

R

f

. {0 o o
' N | ) | "“ “\ ‘ ' 5 .

L]
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(Name of Business Fimi)

X}

]
)

| from

TRAINING PLAN FOR COOPERATIVE VOCATIONAL EDUCATION

W11 pemit_ (e of Stgnt

\

(Nihl!lﬁ Qf SEhQQ” | . ' ‘

The
o r ' Co ‘
Htgh School to enter their establishment 35 an employee under*the supervision of (Nane) * for the
urpose of qaining knowledge and experience fn the occupattonal arga. of _ Physical mﬁrapy 50 that
/ .
the student my prepare for 2 r a(p) Physical Therapy Mde (P10 -
. \“ -
«"/ ! t
t‘ ' , . A'y f . .
Approximate , Y In |. ~ Individual
Time | s Learning Activities 0T, |-School | Evaluation | - Study Assignment
. Continuously. | Professional Ethics and Behayior
b | 1. Learn not to discuss patients, their { v ] % Student should read any |
t:’ " - treatment, records or family historp ' / books or pamphlets on appropriate
. : with anyone other than the profes~ | . o job behavior that may he
-sional clinic steff or the Réglstereﬁ | o, suggested by the Registeted
' N Physical Therapist ' ‘ Physical Therapist |
| 2. Deévelop the professxonal matunty ol X X d
, * -avoid teasing or joking about a’- . ,
'\ patient's condition with anyone " § J
~ 3. Observe all ‘rules regarding, limited X . o
N .+ access to patlents medical records ' ; ¢
¢ " 4
, Coptinupugly Behavior and Role of the Employee . _ - iy
e 1. Leam to recognize personal knowledgel * X ) S
and training limitations , ' LT |
.‘ ‘ 2. Develop ability for gentle and ', X X .| Students might practice passage
o, ., responsible patient handling ' i on one another - object is to
, 3 ‘[ learn gentle familiarity with
_ touch and pain avoidance
\\. ’ ‘.'.% ) |
6 { | ]
« p N

B



Occgp ation - Steam Table Server

S

v s .

uldtion - Educable Mentally Retgrded
L Lo X
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T T

Target Populatlon - The followmg training plan is desxgned for the educable
entally retarded. The student, educable mentally retarded, will exbibit *
minimun qualifications for the job in the areas of memory, speed and coordination, |
and appearan&:e. The training plan assumes the school has a steam table or

kitchen to which the teacher would have access for training purposes.
B oo Pl .
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Tﬁe (Name of Business Firm)

TRAINING PLAN FQR COOPERATIVE VOCATIONAL EOUCATION

Wil pennit

.IName of Student) ;

" fron

| (Name of School)

. Kigh School to enter their establ {shnent as ion employee under the supervision of o) ~for the.
purpose of gaining knowledge and experience in the occupotionoi orep‘ of  Food Service 50 that
the stuent may prepare for'a career as ay)  Steen Table Server .
. Approximate | o In Indfvidual
Tine Learning Activities 0T { School | Evaluation | Study Assigmoent
‘ "Knowledge of Nutrition : Test View film: Foods that Build Good -
four weeks | L.aExhibit knowledge ‘of the general catad % Bealth H |
H gories of foods, the body's daily ” .
N  requirenents and how foods contribute | “
. to health | ' S
two weeks | 2. Exhibit general know]edge of special X | Test: View film: Poods, Fats and
" diets: disbetes, orgatic disorders ’ , Pryers |
" (ulcers, liver), allergies, reducing
diets and pregnancy |
Food Vocabulary K | Test | Work with chart of terms and -
four veeks | 1. Exhibit knowledge of the basic terms | X | definitions
involved in food preparation ) .
one week - 2. Pronownce and demonstrate knowledge X |Oral Test | Listen to correct pronunciation |
| " of ¢omwon foxeign food terns found | | on tape and tape own pronuncoa-
" on menu boards such as du jour, ala | : tion .
carte, tetrazzine, stroqanoff, piaza, |
cacciatore .
3. Spell the cogmon itens found on menu X | Test -Study apelling list with accon-\a
boards . . | panying tape to ptonounce the
S ' words “4
213 | *Por specific infomtxon related
' ' o these assignnents, see bibli- .
" - | ography of books, pamphlets, |
L filos, and filmstrips on

My,

all bhia bvadndnne nlan
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Page 2 of 35

26

" hpproximate | . o In - ~ Individual
Tine Y Learning Activities 0T " | School | Evaluation |  Study Assigment
Food Vocabulary (cont.) , Make poster on which you paste
pictures of various dishes together
\ \ o with their correctly spelled label¢
Food Handling : ' )
- continuous| 1. Demonstrate proficiency in use ‘of X X |Observation | Study names of ut:ensils from 2
equipnent’ used to portion serve: pie | chart ! |
4 ' marker, slicing knife, carving knife, | .
| scoop, serving spoons, tongs, meat i Teacher demonstration of use
spatula | ' o o
‘ | Student demonstration of profi~
, _ . , A {eiency on videotape = ‘
continuous| 2. Show which piece of equipment is X" X [Observation |Make poster matching eq\Apment witt
appropriate to portion and serve each . ':‘.";. food
type of food S |
continuous| 3. Demonstrate efficiency in handling Observation | Demonstration on videotape
w\ f°°d ! ’ ’ ' } .
a. gently hand plate to quest X X
b. help children Teach the plates X
¢, warn guests of hot plates > X 8
~d. prepare a carryout order properly '
- 1. appropriate plate and coyering | g ¥
2. carryout utensils, napkin, ete, | X X S K
g e. refrain fron stirring fragile and X Observation | View film: Notion Economy as
(- easily broken vegetables Applied in the l(itchen
f. pick wp food in windows imedlately X View film: Hash ' Slingin' to Food
g, select pan sizes which f1t steam X X - | Handling ‘
e | | B Y N
h, keep burners turned wp to proper . |. X X °
temperature of 190 degrees
| Portioning . o .
continuous| 1. Demonstrate correct weighing and ‘Checking | Teacher demonstration
measuring technique weight | :
2. weigh on scales to deteminq X X ’ Student practice with scalds |
‘ correct portions e , | o -~
b. practice to see that the portion % X
.conforns to weight _ - .
c. portion in one d1p X, X Observation Practice with utensils
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PYT

Approximate ¢ -~ In , Individual
. Tine Learning Activities 0T~ | School| Evaluation |  Study Assignment
B\ Hygiene o d '
cg;tinuous 1 Wash hands properly before reportlng X X | Obsetvation
- to work and after using restroom . |
2. Wear a hairmet which covers all the #\' ¥ | ¥ " |
hair from forehead to hack L
3. Adjust the hairnet in the dre551ng X R
room only ‘
4, Wear a clean'uniform with an'apran X X "
- 5. Use equipment which promotes sanita- | X X {0
‘tion: plastic gloves if indicated,
tongs, etc, )
6. Hold plates by the edge to keep your | X Xl
- thumb off the eating surface ,
7. Replace a plate which might have been | - X' X " |
~~accidently touched on the surface ’ |
. 8. Clean the glass front of station and.| X< | ¥ "
- wipe d1v1der ledges frequently '
9, Refraln from serving from cracked or X " X "
+ chipped dishes o ‘ | N
' 10. Refrain fron touching hands to face X X " ’
when serving food N [
11. Refrain from wiping the surface of a X X " e
| place vith a towel ' ST
| 12, Refrain from serving anythlng dropped X X " ! R
- 1 from the counter - T “ -
‘ H.%nwrdn@mnmpmmwmsmr X ox | 1Yiew film: Why Foods: Spoil - Molds,
‘ coffee - Yeast'Bacteria : .
) 14, Obtain a valid food handlér s health | X X " Field trip to cafeteria to cbserve

17

mMewwyar

proper stotage procedures
Read: "Safe to Serve” ) N Y, State

'| Department of Health

Read: "Porty-Bight Ways to Poil.
Pood Inspection”, Indiana Restau-
rant Association,

R
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Page 4 ofld

the steam table

Approximate S In wvidual
Time Learning-Activities 0T | School| Evaluation Study Rssigment
Safety '
. continuous| 1. Learn about stean and its properties X [ Test - \
| 2. Learn the use of potholders and towels| X X |Observation | View film: Kitchen Sa ity_
'~ to awid burning | |
3. Leamn to bend properly B X " View film: A New New Way to Llft
4. When cutting, cut'away from yourself X X Read: "Knives & ( Carvmg" Ekgo
o - o -, Housewares
. - 5.-Avoid wet hands when worfcing with' X X | " Make poster of hazards on the job
. electrical appliances or around .
*' electricity | \ v
6. Mop floor spills immediately X X" : -
7. Practice balancing food items with ong X [Demonstra- | Read:"Use Your Head to Save Your
" and hoth hands | tion Back", Co~op Ext., Comnell Univer-
- ‘ sity
8. Arrange items to be balagce'd before X o '
" * " balancing . , |
9.'Change pans on the steam table uslng X X {Observation | Student recorgs his practlce on
~ the following procedures use a.dry and - videotape o
towel, one at each end of the pan. demonstra= | Teacher' demonstration
With tongs, raise one end to let the tim
qush of steam escape. Xeeping hands .
and arms well back, lift, using )
straight up and out motion | | '
10. Always use dry towels to take pans X X |Qbservation °
-, out of the wammer , . [ .
11, Refrain fron pouring coffee when X "X o
several: people are arownd the station | - ’ ‘
12. Use a dry towel to remove coffee RN & "
- grounds from the basket ' A o
13, Demonstrate f1 st ald procedures X " Red Cross resource person as
. f . o | ‘| demonstrator |
three veeks | Duties of the Meat Server : | , | o
) ‘1. Keep the temperature correct o the X X m Field trip to school cafeteria
stean ‘table, check %emperatures ‘ " | to cheexve stean table servers '
periodically K ! | , - L
. Balance colors when placing mea; on X X " | Practice color arrangements
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Page

:fi;ﬁflli.'

 Individua!

lettuce, onions, rehsh, mayonnaise, :

' ‘and tonetoes

. Approximate v o I ]
Time Learning Activities - 0T | School| Evaluation |  Study Assignment
3{\Greet the guest X | X A R
o Knw the names of meats and the tjpe | | *X. |  Test |Study chart
\\‘ of ‘preparation a 3 - o S
‘ 5, ¥now the special of the day X " Observation VR
. / ) 6; Xnow prices of each meat item X | ! S / |
,v'/ ‘ 7. Change the menu board wheﬁ‘replace- X X " Practice setting up menu board
po ments are necessary , C -
N 8. Serve the largest looking portion . | X X x
/ first : 0 \
T 9. Be consistent in portions served from [ X X" .
1 / , customer to customer and from day to , . . /
, ) 3 day ‘ y ‘ - - f
A 10. Know what constitutes a child's X " |
| Y portion N R
< 11, ¥now what oonstntutes one order of X o
o chicken, light or dark nedt o ‘
' | 12. Serve broth and gravy with portions X |EX " | Practice serving dnd port1ons,
. 13, Know what seasonings are in each x| " Study seasonings chart
A v dish , : ‘1. ‘
‘ 14, Kaow what fish"is without bones X . Study fish 'chart ‘
15. Dip fron the bottom of the pan to X | X " B
. ; insure vellsheated food ‘ |
16, Keep the pan full X | X "
17, Communicate with management if the X ‘ "
. ., food does not appear to be of topy “ ‘ T -
Cquality y | | I o o,
18. Serve accompaniments such as 'tartar | X | X " . | Make poster of pictures of foods
. sauce, hot sauce, parmesan cheese,‘ -‘ o and their ‘acoompan,iments* R
, soy sauce n K : FRUR ’
: 19, Have steak knives, steak plates ad | x| X% VR BT
steak sauce -available 1 ]
| 20, Order and serve steak and lobster - x| x|
"I, as‘a special order = | R
; | 21, Place fried fods wnder the heat {‘ % LR
2L | e s | L
; 23, Gamish the sandwich tray with p1ckle§, x v
N

Practice preparing.a garmish tray |
[T AT




' 9060_2__9'_&3;

- Approximate

Time

Learning Activities

o

School

In yﬁ\
Evaluation

Indfvidual
Study Assignment

LT T

218

“F o

23. Close the station as directed
a. clean the area
b. handle the-food according to
stipulated procedures '
| 4 :
Duties of the Veqeﬂable Station Server
1. Keep the temperature correct on the
stean table , '
2. Balance the colors when placing
vegetables on the steam table
3. Greet the quest
4. Serve correct portions, neatly
5. Strive to serve six customers per
“ninute during rush hour
6. Keep pang filied and clean.
7. Serve only qua.:ty vegetables: check
taste,. temperature and appearance
8. Dip potatoes and gravy correctly and
" neatly -
, know what fs being served - whether. -
it is canned, fresh, or frozen
Know what seasonings are contained in
the dish
Know the price of each item
Dip vagetables from the botton to
{nsure varmth
Serve juice with vegetables by using
a holeleas spoon
. Know what conltitutes a child's por»
tion

11,
12,

13,

15,

16,

17 Dip soup from the bottom w;th both
vegatables and 1iquid in the portion -

f

Keop pans ful) and appetizing. \
Keep tho glass clean and free of stean,

)

) Oﬁaervation

y.\ \r

N B

ﬁé

Ql

. Practice color arrangemants

Try to identify nature .of food by
its appedrance during field trip
to catetéria’ :

Practice dipping and serving
Practicu portionn

224

‘/"
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. Approximate | o In Individyal
Tne Learning Activitles- = 0T | School| Evaluation |  Study Assignment )
18. Use different utensils for each vege- X X .|Observation .
tﬂble ) . . ' ¢ ‘ i \ :}i,
’ 19 19. Replace dropped utensils, ‘ SR a .
, 20. Dip off excess grease " I
‘ 21, Remove vegetables that spill into XX . v , |
C ~another vegetable . . : : ‘ " EE
22. learn tn dish double portions and X . S R
- “special orders as directed ' ’ IR
23. Order more foodwhen the pan is still| X | ° " v |
CF 34 full C : ' ‘ i
24. Use the microphone pleasantly when X | X !
ordering N . ' "
25. Close the station ag directed S . .
o cleanthesrea ' ' X | X - L
% " Y b, handle the food according to X | X ‘ ; |
.‘m ‘ stipulated procedures | ' BT
two weeks | Duties of the Bread Server \ ' R '
| 1. Know the types off breads you gerve: X |Observation| C e
white, rye, whole)wheat, cinnamon ! B .,"FQT&M "
rools, parkerhouse rolls, vienna ) I B W
rolls; combread, biscuits, garlic - o |
- ' bread, ete, | R T
|2 Know the coreck partions < 4 A X | % ’"Wactice,tutt‘ian[ﬁenvi.hq the ‘bread
S A . . |Practios portions to achieve cors .
3. Know the price of each-item ¥ | " . |rectness .
4. Place the butter and marqarine with- x | 1 | L ,
in customr's.xeach v SRR e ‘
5. Remove unappetizinq breads - . | X Lo " Collect pictum of unappetizinq
A B K breads -~ .. . Lo
6: Kaep hot bmds hot AR X X " . T
0T Rogulato the amoynt of bgoad on the X X " S A e
2 " counter . | | - I 226
o 8. Use tho oldest bread first. -« . | X S R N - :
9, Ramove breads touched by the customer | X | X S
10, Bake off bread after baker leaves, as | X j(’ : .,'"7 ! ?rdcticc baking ;

PR H r t
. . [T
Lo " " { ) et
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| Rpproxifate

Tine

»

Learning Activities

0T

In

School

Evaluation

Individual
Study Assignment

two weeks

evT’

'

four weeks

o

Duties of the Beverage Server
ll

B
8. Clean area as directed, using urn

9.

Duties of the Salad Server
1.

2,

3. Learn the portion chart
4. Core and cut tomatoes into usable

5. Know the types of salad dressinqs such

6. Know the frult juices and their named
1. Rotaté: salads to sell the oldest firdyf.
shmmmmmumu%
9, Store salads properly 'to prevent

- C. throwing away the used grounds
. Prejybdbfonly a ﬁpw cups at a tige,
: thrn to make qnd gerve Sapka, hot ‘
: Ledgn the ‘ypes of solft drinks .

» Know the price of each item
. Know procedures involving servinq or

Make coffee with special #ftention to
the following:

a. using filters

b. filling the basket - -

d, reje%tiﬂwald coffee.

evzn during rﬂsh *hour "
téa,- fced tga

avallma for sale

using ice
Stock up for the rush hour

cleaner.on the coffee urn periodically
Close the station as directed

Know the names of the salads such as
bean, cream and cole slaw, chef,:
carrot-raisin, tuna, fruit, combina-
tion, jello .
Master the one-dip, tdchnique X

wedges
as Pfench, Russian, Thousand Island,

Blue Cheasa, 011 and Vineqar

discard

S e D D D=

browning (Use an unti*oxident for .
luWWIum) T

— D€ DS > >

T me >C D D

Observation
" | practice '

_ Obser?ation

: ct&o
.L ti-tomatnen ,
" |'Kake ‘podter of juices and salad

Practice tﬁis rohtine‘

Teacher demonstration. Student

Field trip to view types' of coffee
urns at supply house

View filmstrip: Coffee, Please,
Coffee Brewing Institute

4 )
{

‘

AL
v" “ o

[
'

7L;P%actice éleaning'urn in school .

cafeteria

Mdke salad chart and label

‘f“ Praétice dippinq salads )

dreadiﬁgs



-

e $ o
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" Approxinate | | Individal |
Time . Learning Activities 0T | Schoo | Evaluation | \Study Assignment
10; Use the can opener properly - X | Observation Demonéf;ation
11. Clean the lettuce leaf by leaf and X X " Praétice\c}qan%nq lettuce
have it available as you assemble and L :
, dish salads * ~ ' ‘ *
.| 12. Provide the free crackers which | X "
accompany the salads
13. Watch for indications of spoilage suchl X X "
as bubbling
14. Cool the dishes which come from the X | X " '
kitchen before assembling salads on’, : .
then ‘ . '
15. Restock dish storage shelf and racK§ X X "
* during slack times
" 16. Check the napkin, tray and silver X X " .
o supply ] ‘
17. Keep the menu board up-to-date X X \
18, Discard refected silverjare S I O
19, Close the 'station as directed- T N
~ﬁ.7a clean the area X X e .
. b atore the food acbordinq to stipu- | X X -
“. i “‘lated procgdures | R
three weeks Dhtied¢o£fthe DesBert Server | g ‘
't. Beve. piea and desserts attractively ‘ ! {
34, akruige colors attractively ° X X R . o
g ’b‘-reject ragged or broken pleces, X X S .
'. ﬂatery meringue, bubbles in the - ' '
' “'custard, items with black gpecks 3 | | | -
IMWWMWMWL X " Collect pictutes, label ingredients
'éach dessert: ples, cakes, cobblers, ‘ | .
. | puddingu, brownied, cheesecake ’ )
, ‘“’3“”anw the price of each iten X. ' o
229 fMpuaﬂm;Mpmmrumdwm, X " CmuM{uWPhlmd“”'.

using the ple marker and dipping the
s knife in cold water when cuttinq

+ Derigoe

230
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. Approximate
" Tine

Learning Activities |

In
Schoo!

,Evaluatbon‘

 Individal
Study Assignment - -

continuous

9

i' 5. Complete additional duties as required;

fixing carry-out arders, glv1nq eandy
to children, etc. ° SOREY

_’.. R
Communicating with the Public ol
- 1. Demonstrate ability to communicate

effectively with the pwlic

2. Demonstrate understanding of the ways

we communicate non-verbally

|

3. Greet customers and keep the line mog#
- ing with phrases appropriate to the |
serving station, suggesting 'items to|

- a vaccilating adult of child A

4. Be positive with the quest

5. Sell by suggestion, by being alert
and agressive _ v 4

(AR
p

Maintalning the Job Through Good Nork
hdjustment.

1. thMpuwmlwdRMSmkhmnl

eMMewumquammwnhmwh

“

it
)

Test

Observation

r Q

Test

B
]

_Telt.
Observation

51 gate (Sombthin |
| Raadi "ou Say It in Many Ways o
il Yo ‘Sadd'1t, pp. 247

'7"”“010 PlﬂY selling by suggestion

Role play sitvations which would
ogeur on the" job
Pantomime non-verbal communlcationa.

_ Analyze yourself and others on tdpe
-TmeMmmMMmm- 

cations

View film: Communicating with
bhe Pﬁbiic v

'ﬁRehd pmphlet You Al _lay_Comuni-

0 | ‘
Read: "Parsonality Habits" in ggg;
ting It Toyather, pp. 34~4)

View tilmsz Dealing with Problem
_gggl_z The Porqottens Dealing with

| Problem Paoplez The Hothead Deal~

ing vith Problom Pacple: the Scof-
@wﬁuumwuhmmhmhwh:-
| The Disorderly Norker

View tiln Your Job - You, and Your
'BOII

Read: "What the Employds May
Bxpect”, Aotivity 15, Activities
in World of York '
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. Approximaté I o Individual
-y Time - Learning Activitie# 0T | School| Evaluation |  Study Assigmenf
’ 3. Know how to get the utmost sati‘ - X |Observation |Read: "What the Employee May
factlot,g from this job ,sf.‘ _ : Expect”, Activity 15, Activities
o 't in the forld of ek ,
| ¢ Read: "Jobs Have Personalities,
.ot v Too" "Satisfactiom in Work.
R B , "|Situations", pp. 41-48; in _p__
Y 7 | . |Personality and Your Job’ N
« 4 ‘Lean how to follow ),nstructiona X " |Reads "Follwing Instructions”, |-
, B ' L Going Places with Your Fersonality
: | LS pp. %-38 . :
5. Make jouy persondl appearance conforn ; " Interview personpel manager of ¢
. to-the company dress code: ' locals cafetekia to chtain'this
L a. uniform length X .{nformation -
: "1, b cleanliness of uniform X e o
" | ¢. repair of uniform X / |
N ’ d proper Accessordes X 0
two ‘Weeks Knowinq Compaiy Regulationa , ' "’-‘;":f'j Y | Y
1. Know Wliat to expect in terms of “1 | Tests |Interview pefsomel manager of logal;
regulationa common to most.conpanies:- ‘ | cafeteria to obtain this information
-+ 4, breaks r f;j';:.,hk X b e P R
" b, use 6f company phone "";"' X "
. enployde parking X G
d. package theck-in \ X o '
g probat] 7zmary period when beqinning ' N -
, 2 f: overtd e |
* | ... g. provision of wiforns / ‘ % S . f |
L L Ch, omoking dress ¥ R
- A Y proqreaa review X ‘ '
| hE raises; : "’ : X |
' k. calling 1n pman sick or late X j S .
| 1. company meebings - X | . T e
‘ m. dischargihg of employees g ] : . 234
~+ n. leaves of ahsence W PO IR -
w0 resignations VS , ,‘ R o )
| g, maal poldcy for empleyess, | . o J *”\',‘ R
q. holiday pay X
oo r. oadical insurance, pcnlion pln, X S
' . and other fringe hanafits - " . ]
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1. Coftae, Ploasa, Coffee quwing Instituta, 120 Wall 8t., N. Y.,'
... N. Y. Free.

0

?.' Cooking; Kitchen Satetx, Audlo-Visual Conter,'Indm Univ., 10 min.,

I&8~-356,. $5 00.' . : o e
3. COmunicating with the Public, Aud ilual Cehtor, Ind. Univ.,
12 min., CBC‘2316, $7. 7So L oy -

* 0

4

Y Dealing with Ptoblem Paoplex The Dilordorly worker, Viluhl Aid

Servicn, Univ.,, of Ilil., 03276, 8 min., c., M 75. .

ith Pro lom Po J.oa The Hothead Vilual Ald Borvicn, Univ. .
m277' 6 l\in., c-, '4 25. . N ':". .

e T e ."‘4 2354, PR T
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6. Beaiing with Problem Peod 4p1e. The Forgotten, Visual Aid Serv1ces,
t““;Unlv. of Ill., 03278, c., $4.75. .

,\

7 Dealing with Problem People° The Scoffer, Visual Aid Servxces,
.~ Univ. of Ill., 03279, 7 min., Cey $4.25.

% , . o

8. Foods, Fats & Fryers, Armour Food Co., Chicago, Free. ' K

/19 “Foods That Build Good Health Audiohvisual Center' 11 min.,
".BW HS4-794,° $5.25,, Frd. Univ. ' . LA

* [}
bd

10. Hash Slinging to Food Handling, Purdue Univ. Medla Center,
0039Mp144o 15 min.4 $6.00.

11. Motion Economy As Applied in the Kitchen, Purdue Univ._Media,

“ Center. _ gy ‘ S
12 A New Way to Lift, Visual Aid Services, Univ. of I1l., 03389,”
9 min.,. $5. 35,_,-'”=~- : | A a
- . - Y
T13.” Personal;Qualities for Job Success, AudionVisual Center, Ind. -~
Univ., 11 min., ES+308, $5.00. - ‘

14. . Your Job - Good Wo&k Habits, Audio-Visual Center, Ind. Univ.,

13 min., BSC-117, $8.75. : i . . .~
! » 1 . b ' N
15. Your Job - You and Your Boss, Audio-Visual Center, Ind, Univ.,
15 mino e BSC"130, $9 25 . ' ¢ 4 - . ’
. Q ‘ -
lQ\ Why Poods Spoil, Audio—Visual Centeq, Ind. Univ., BTS-398, 14
min., .$6.75. Lo b _ C ; .
! _ . L 4 . % - ;- "ﬂm"' I ‘ o Lo
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Occupation - Sfock Clerk_

. Suggested Target'P%?ulation - Mildly Retarded



LST

%

- good vrsunj,-

\ vy
| A
Int'oonotion This training plan 15 nn\enelyeis of skills necessary for grocery Btock- persons
The job title is somewhat misleading beca\nee the'actual joh,definition of "stock-person® can

be 0 broad as to {nclude the skills néceesnry in cleaning, sacking, and cdohierinq, a0,
Much of what the job enconpasses is deternined by ‘the size of the grocery stqre, the cap-
bilitles of the employee, and verietions in union rules, which deterdine much policy tor mrny ,

'

Yirge qrocery chaing, The physical requirenenty of the job include strength (espectally wd of .

ool vms, for 1fting, shelving, etc))) prolongdd ability to stand (especially for cashiering)r
°d general health (needed for any public conthct jbl, e

et Population - The following plan is desiged for mildly retarded persons (fe, high BNR “

ranqe) who are also hearing impaired (i.e, pnrtielly hearing, possibly with use of hearing
atd). Persons vho function in the high educable range are generally capeble pf basie reading
and wrhting skills.; Stocking also requires a basic knowledge of arithmetic skills, or at
least functional recogition of nuserals, when pricing, naking inventpry thecks, etc. The

| henrrng-inpnired EMR person vill perforh better in a grocety~s ck posftion 1f he is capaple of
perceptual skills, especially concegning balance and epth perception, Inthe g |

learninq; Mess, visual matching tasks-are applicable in teaching ecognition of various -
products, priees or cash reglster keys, for example, Repetition

nastery, and especlally increase the confidence needed in real job situstions for the educeble,

hearing {mpaired person S o ,

practioe of the Job tasks
~ (which could be re-created in the vocational classroom setting) will rainforce the studants'

L]

S



* TRAIING PLAFOR COOPERATIVE MOCTIONL ENCATO

The__(Nase of Bysiness Fizg) A permit__(Name of Stujent! _from__qame of: schsal)

High Schoo to enter their establishment as an employee ﬁnder the supervision of (Nzne) |
. purpose of gafning knowledge and experience in the occupational area of Stock Person

the student mayprepare for a career as a(n)

V)

!

b

t

Grocery $to

for the

50 that

.

ck Person (Stock Clark)

| Approximate
" Time

W
;-

-
\ Learning Activities

| o

In

School | Evaluation

Individal .

Study Assfgnment

a8sT

U0

Skills *Related to Job Success
1. Know p.  transportation routes, or

other 1 :ble ways of getting to work

2. Punch in ofr time clock according to

schedule

3. Punch out for scheduled breaks and

lunch

4} Check with supervisor at end of shift

before punching out

5. Know not to punch anyone else's time

card | -

6. Know company policy on calling in sick,

other absences, or tardiness

|Grooming Skillé :

1. Xeep reqular routine of shower, sham

poo; include fingernails clipped, stay
cleanshaven

. Be-responsible for proper care of

uniform, do not wear jeans or canvas
shoes

If applicable, keep hearing aid clean, |
in good wocking order, and well-

protected by clothing on the job

.- 4

"
ot

e &

241



-

'

6ST

with trash R

Approximate | | In Individial
- Tine R{rnmg Activities | 0JT | School| Evaluation |  Study Assignment
! Work Habits and Attitudes
o . Lo Check with sﬁperv{sor upon starting X X
2 -shift for additional job duties or
| changes in alsles to'be stocked |
2. Be friendly and helpful if customer X X
needs assistance, otherwise work
quickly and quietly
| 3. Be dependable and willing to work x|, X
4. Check with teacher and work super- Xy | ¥
- visor about application and respon-: » N ‘
5 - sibility for union rules and policiest
5. Inform manager of suspected shop X X
g " lifters, do not try to approach any= | -
s one by yourself | |
continuous | Safety in Work Area and Personal Safety | - Continuous
| 1. Be familiar with general safety rules X ntil stu- ‘
of store and how to avoid common | dent com
| causes of accidents ; petently
- 2, Know all duties and location of fire| X performs
exits in casesof fire, Never block | skills and
"these areas with skids, boxes, trash, behaviors ag
etc. ‘ , _ listed for ~
'3, Know how to use fire extinguisher | X |job
4. Keep aisles free of debris on floors| - X Time adjust-
or shelves o | ments for - |
5. Do not overstock height limits of X leaming
shelves or displays, especially: individual
L with qlass Ltets . itens may be
6. Keep floors as clean and dry as X X~ | necessary
y possible
7. Properly dispose of broken glass or X
~ Other damaged items fownd in store
or stock area o
8. Leamn not to overstuff incinerator X

43
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T

In

| Schoo]

Evaluation

Individual

o9 T

2 i

- two weeks

nll,"J

vl .
;j'?tgh' three weeks
(.

b e

Ui

10.

e

. I customer has accident

~where shelves are located when stock-

Use fim motion dom and away from

a. help-injured person

b. ask for witnesses' nanes

¢. check condition of premises

d. inforn manager imnediately of all
, such incidents

Move skid carefully to side of aisle

ing, never block aisle

>¢ >C D >

fingers when opening cases with razor| -

L

Stock Clerk Duties

l

" gtock is shelved first

~ ' cutter, never leave tools in aisle
12.
13,
extra care s needed to avoid accis

Do not hurry so much as to become
/ ,.'careless in your work

bv cownt entire load with truck dri-

. Backroom set-up v i

- .2, separate merchandise by aisle

0 and shelf layout, arrengdon skids| -
b cleem up:any broken or damaged

¢ tnload new merchandise with regu.-

Do not"wear canvas or cloth shoes
Recognize personal hearing limits,

dents

Unloadmg truks
a. ‘organize backrooh for adequat&
unloading space

ver to make sure anount, gree
c. wheel loaded carts intofftoper

stock area

'd check off supply on appropriate ‘L

~ order or invoice form

stock from truck

lar backstock, rotate so alltolder]

SE D D<o

Study Assignment
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Approximate .;j’\;

Tine e A

. “'P‘\"Q,""W" -\i’i

d. keep back area Ron o '.M;. ".‘lgse
 +or nisplace m@ﬁmﬂi o
;,\ ¢. load and move: carts cue!ully

- J when taking stock to store
two weeks

» four weeks .

245

’

3. Unloading. and vpening canes

2. wnload only one cart or skid per
aisle, on every other aisle | |
b. place case on floor in front of
same product on shelt .« . |,
. C. open cases by,cutting around threeL
sides of glass or canned goods,', |,
.-open box items (cereal, soap,
mixes) by hand, to avoid cutting
into product ‘packages
4. Stamping prices .
a. use reshly-inked stamper, set.
on code letter assiqned for item,
b. set price on stamper by turriing.
rubber discs, check setting by:
stanping on shipping carton -
¢. be able to properly. identify all -
" appropriate numeral conbinations
d.’ check with manager for proper ise'
.~ of ¢,9, and wit signs (5/51) |
e. stamp prices across -itens in caseq
in "s" shape pattern for maximm | -
- efficiency and'speed o
f, sta@“ﬁércﬁandise on top of item
~ or'in white price spot designated |

bK manufacturer Y
eck with manager mg‘ detemine

whether: dry goods (noodles, beans)
| anq dan'y or frozen foods nay need
price stickers™§

b always cheek price book to bé sure# |

~ price agrees with shelf mer-'
chandise - - e

éi waluation

IndivlduaI

SNWAnmmmt

‘ ¢
&

-




case mto assigned cart or area

N " \ SRR
) . Y ’ . > ‘ ; : \ Pag{_@_Oﬁ_Li:
. hpproxinate ! | B 0 R individuai
' Time ].earning Activities QU7 | School ‘Evaiuation Study Assignment
. 1. to change price, remove pnce X .
© vith rag and alchohol; re%tagp. | | e
new price. On box itens, tryd | | ' |
N out old price and re- stamp4 , ii&rk » U .
price sheet invoice as to n‘iw*my o S W
. ' prices were changed v = “:,“,;» 1. \" » I -
foyr to six +5. Stocking, shelves J"‘w S R "‘ R
veeks " . loarn to use both hands indepen=_ ! o ° N
w S0 © . demtlytor b L “ d ,
- ‘1. pick up full rows of box itens | X !
. ~ {cereal) from case and place-on
B - shelf b
. 2, pick up canned oY glass items § B -
N ' ] . two in each hand b capable) :
o ; ~.and shelf E \
N 3, pick up handled cartons (bleach‘ X )
milk} two 1n "each hand and ' b .
. shelf : -
4. stock paper products from case|. X
~ . in full rows, plckan up as
’ many as possmle | o ‘
) b. face all labels to front of shelf | X
' ~ " ¢, 5to¢k no more than one stocking | X ‘
| cart per aisle at one time | . '
d. move old items to front of shelf | X $
(new merchandise behind it) o
e. pick up case and brace between X .
" second-shelf and your body when .
, *  stocking high shelves to save o
bending time .. | |
f. do not stock hlqtr than custoner X J
can reach (not ovér 6 feef) | | : g
o -q, remenber to clear floor areabe- | X |, | ‘. |
. fore going onbreak. or lunch’ ‘
245’ h. place damaged merchan?iise from X ' \
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Approximate | | 1 In | - Tndividual
“~ Time Learning Activities | 0T | School| Evaluation | ~ Study Assigament

i. collect any foreign items from X
working section; put back in . -
proper ared . :

). do not change allocations in X

aigles without manager approval N
k. inform manager when supplies are X 9

low (with good judgement skills,

employec may mark own invoices; 1

check with manager) : N o

L. disposemof all used cases and X ) . '
cartons’in stockroom area or '

inctnerator . ‘

6. Stocking dairy or frozen products

a. always rotate dairy products by X

age. Check rotation codes with

manager

b. use sticker or special frozen food X

. ink when pricing dairy or frozen

products ' . ‘

c. wipe off dairy shelves with wet X f ,

cloth before restocking : v R

d. wipe off frost or moisture fron | X

, frozen food area before restock-

é " ing |

P ¢. proceed accordlnq to reqular X
atocking rules, always handling

food with care {e.q. eggs, milk)

Other Stock Person Dutien
four weeky 1. Sacking
| a. if employee cannot hear cashior's | X X .
'|" bel) Tor sack boy, check with - « ',2M
} cashler overy 1/2 hour or so for T -
i help (hearing impaired may res-
| pond to flanfifng light set up in o o
hin stocking aisle . ~
b. square off corners of boxed'into ' ¢ X
cornars of nacku, load cans in . \

le oof 40 M «
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~ Time .

*

Learning Activities

T

In

School

4

Evaluation

Individuélr
Study Assignment

+roT

b,

I o v :
c. load "alike" items together

. 1. sack meats together lip double

1

bag if leaking) Do not load
soap products with meat; may
s3pill and spoil taste

2, frozen foods together

3. bread and other crushables
should be at top or in separate
agack

4. light produce at top of saek

. do not sack paper items with meats

or vegetables that leak

. load heavy items (potatoes, soft

drinks) directly in shopping -
cart, ‘ .

f. load sacks into cart for customer
q assist customers with heavy sacks

al

* to their automobile:

. Cleaning duties
‘use push broom on floor of store

dampmop area with soapy water for
wet or sticky messes .

clean up debris from floor arca
and backroom stock area

. usn cleanser orf fixfures in-em-

f\ployees&reutrodm; ampmop floor

when necessary

Migcellaneous
a.

.

-~ sidey carefully avold people and
" ERATTIE You mey not hear

answer customer questions as
best able or refer them to some-

‘onc who can angwer questions

. chock with manager regarding

gpacial displays, sot-ups

aft1] cashiers' grocery uackﬁ
,mpply from stockroom, daily or
as needed

bring grocery carts in from out~




